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SUBCOURSE OVERVIEW 


This subcourse is designed to teach you how to implement the command supply 
discipline program (CSDP). Contained within this subcourse is instruction 
on how to ensure that all property authorization documents and supply 
records are maintained error free and that supplies are on hand or on 
request. Also contained within this subcourse is instruction on how to 
conduct a 100 percent inventory of the property in the unit or the activity 
annually or 30 days before the effective date of assuming or leaving 
command. Moreover, this subcourse contains instruction on how to conduct a 
report of survey. 


There are no prerequisites for this subcourse. 
This subcourse reflects the doctrine which was current at the time it was 
prepared. In your own work situation, always refer to the latest official 


publications. 


Unless otherwise stated, the masculine gender of singular pronouns is used 
to refer to both men and women. 


TERMINAL LEARNING OBJECTIVE 


ACTIONS: You will implement the CSDP. You will ensure that all 
property authorization documents and supply records are 
maintained error free and are on hand or on request. You will 
conduct a 100 percent inventory of the property in the unit or 
the activity annually or 30 days before the effective date of 
assuming or leaving command. You will conduct a report of 


survey. 

CONDITION: You will be given information from Army Regulation (AR) 710-2, 
AR 735-5, and Department of the Army (DA) Pamphlet (Pam) 710- 
2-1. 
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STANDARD: To demonstrate competency of this task, you must achieve a 
minimum of 70 percent on the subcourse examination. 
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Use the above publication extracts to complete this subcourse. 
At the time this subcourse was developed, these were the current 
publications. In your own work situation, always refer to the 
latest publications. 
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LESSON 1 


DISCUSS THE COMMAND SUPPLY DISCIPLINE PROGRAM 


Critical Task: S3-5101.00-0225 


OVERVIEW 


TASK DESCRIPTION: 


In this lesson, you will learn to implement the CSDP. 


LEARNING OBJECTIVE: 


ACTION: Implement the CSDP. 

CONDITION: You will be given information from AR 710-2 and AR 735-5 and 
extracts of AR 710-2. 

STANDARD: Implementing the CSDP will be in accordance with AR 710-2 and 
AR 735-5. 


REFERENCES: The material contained in this lesson was derived from the 
following publications: AR 710-2 and AR 735-5. 
INTRODUCTION 


In this lesson, you will learn to identify the purpose of the CSDP and 
explain how it accomplishes the following: 


0 Establishes supply discipline as regulatory guidance. 
) Standardizes supply discipline requirements. 


0 Provides responsible personnel with a simple listing of supply 
policy and requirements. 


0) Makes the United States (US) Army more efficient regarding time that 
is spent monitoring subordinates' actions. 


In addition, you will learn to identify the problems that the CSDP is 
designed to eliminate. 


Moreover, you will also learn to identify the indicators of poor stewardship 
of resources and the measures that you can take to correct poor stewardship. 
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1. Program Background. 


This lesson contains the concepts and the guidelines to use to establish and 
to maintain the CSDP. The CSDP addresses supervisory and managerial 
responsibilities within the supply system from the user to the major Army 
command (MACOM) levels. 


The CSDP is a compilation of existing regulatory requirements that have been 
brought together for visibility purposes. It is directed at standardizing 
supply discipline throughout the Army. The CSDP is also designed to 
simplify command, supervisory, and managerial responsibilities. 
Simplification is accomplished by outlining the various requirements for 
responsible personnel, by standardizing requirements, and by formalizing 
follow-up procedures. Commanders, supervisors, and managers are required to 
implement the provisions in this lesson in order to standardize supply 
discipline throughout the Army. 


The CSDP is a commander's program that implements the CSDP by using existing 
resources. AR 11-1 Command Logistics Review Program (CLRP) lists examples 
of existing resources, to include staff personnel. The commander designates 
the activity that will help to implement the CSDP. The designated activity 
then incorporates the CSDP policy in its evaluation plans and procedures. 
Also, all existing supply evaluation programs absorb the CSDP. 

Additionally, local inspectors general (IGs) can be used at the commander's 
discretion to conduct special inspections. The IGs use a systemic 
methodology to determine the root causes for the problems that are 
identified through the CSDP. Therefore, commanders should not establish new 
evaluation teams because of the CSDP. 


The US Army Logistics Evaluation Agency (USALEA) functions as the executive 
agent for developing and monitoring the CSDP. 


a. Objectives. The CSDP has the following purposes: 
0 Establishes supply discipline as regulatory guidance. 
0 Standardizes supply discipline requirements. 


0 Provides responsible personnel with a single listing of supply 
discipline requirements. 


) Makes the US Army more efficient regarding the time that is 
spent monitoring the actions of subordinates. 


fe) Eliminates repeat findings of noncompliance with policy. 
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To achieve these purposes, the CSDP ensures the following: 
fe) Compliance with DA supply policy and procedures. 


fe) Determination of the adequacy of established DA supply policies 
and procedures. 


fe) Identification of problems to permit timely corrective action 
within the chain of command. 


As mentioned previously, the CSDP is designed as a commander's program. It 
is directed at eliminating noncompliance with supply regulations. To 
accomplish this, the CSDP assists commanders by enabling them to become 
aware of DA regulatory supply requirements. The CSDP is not intended to be 
an inspection program only. Instead, responsible commanders are expected to 
use the program to accomplish the following: 


) Gain familiarity with established policy. 
O Enforce the compliance of subordinates to policy. 


Evaluations are a necessary part of the CSDP in order to monitor 
performance. The intended result of the evaluations is to present factually 
to the commander, existing supply problems so that the chain of command can 
initiate corrective action. 


b. Responsibilities. The CSDP is designed for implementation by the 
chain of command. Consequently, CSDP responsibilities exist at all command 
levels from Headquarters, Department of the Army (HQDA) to troop commanders. 
Refer to the following subparagraphs for details. 


(1) Headquarters, Department of the Army. The HQDA, deputy chief 
of staff for logistics (DCSLOG) has the following responsibilities: 


fe) Prescribes overall guidance for establishing and monitoring 
the CSDP. 


0 Coordinates with Army staff and other agencies to develop 
policy and to resolve policy problems. This requires 
coordination with the Office, Deputy Chief of Staff for 
Personnel (ODCSPER) for assistance in improving personnel 
aspects for supply management. 

fe) Conducts periodic reviews and updates of the program. 


fe) Provides MACOM coordinators with periodic program updates. 
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(2) Proponent School Commanders. Commanders of proponent schools 
have the following responsibilities: 


) Modify present blocks of instruction to include CSDP. No 
additional Program of Instruction (POI) time is authorized. 


0) Improve and update supply training at all levels ona 
continuous basis. 


(3) Commanding General, US Army Materiel Command. The commanding 
general (CG) of the US Army Materiel Command (AMC) has the following 
responsibilities: 


0 Establishes and implements a CSDP that is consistent with 
DA policy and that addresses the wholesale arena of the 
supply system. 


fe) Conducts periodic reviews and updates of the wholesale 
portion of the CSDP. 


fe) Coordinates with ODCSLOG to resolve policy problems. 


(4) Commanding General, US Army Combined Arms Support Command. The 
CG of the US Army Combined Arms Support Command (USACASCOM) provides for the 
development and the maintenance of retail supply systems that implement 
retail supply policy. This does not include those retail systems that are 
unique to the AMC. 


(5) Major Army Command and Equivalent Commanders. MACOM and 
equivalent commanders have the following responsibilities: 


0 Appoint a CSDP coordinator. Furnish a copy of the 
appointment to the Commander, USALEA, ATTN: LOEA-OS, New 
Cumberland, PA 17070-5007. 


O Ensure that the CSDP is implemented by all subordinate 
elements. 


O Initiate intraservice support agreements. 


fe) Recommend any necessary changes to the CSDP to the USALEA, 
ATTN: LOEA-OS. 


0 Initiate additions to the program, when necessary, to 
account for any uniqueness of their commands. 
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(6) Subordinate Commanders. Subordinate commanders (excluding 
company, battery, and troop commanders) have the following responsibilities: 


O Implement an aggressive CSDP by using existing assets to 
avoid a duplication or a fragmentation of effort. Existing 
assets are the chain of command, organizations, and 
programs. The commander's designated asset then will 
incorporate CSDP into its evaluation plans and procedures. 


O Appoint, in writing, a CSDP monitor to oversee the use 
of the unit's CSDP. 


0) Provide the necessary input to ensure the success of the 
CSDP. 


) Appoint, in writing, a senior logistician in headquarters 
to oversee the CSDP. 


) Recognize both superior and inferior performance regarding 
supply discipline. 


fe) Use the results of the CSDP evaluation to determine 
candidates for the Army Supply Excellence Award Program 
(ASEAP) . 


(7) Command Supply Discipline program Monitors. Appointed CSDP 
monitors assist with the establishment and the use of their commanders' 
CSDP. The appointed CSDP monitor has the following responsibilities: 


O Serves as senior logistician to the commander. 


fe) Ensures that subordinate units follow the commander's 
guidance for implementing the CSDP. 


O Reviews the results of the CSDP evaluations that 
subordinate units provide to identify supply strengths and 
weaknesses throughout the command. 


0 Informs the commander of the status of supply discipline 
and of the status of the CSDP. 


fe) Recommends areas that require increased command emphasis. 


1-5 QM3519 


(8) Immediate Supervisors and Company, Battery, and Troop 
Commanders. Immediate supervisors and commanders of companies, batteries, 
and troops have the following responsibilities: 


O To review all the Requirements Listing (RL) within the CSDP 
in order to become familiar with applicable requirements. 


) To use the listing as a guide in the routine performance of 
their duties. 


0) To report to their immediate higher headquarters any 
applicable requirements within the listing that cannot be 
completed. 


This regulatory guidance applies to all personnel within the retail supply 
arenas from the hand receipt level and the unit level to the MACOM level. 


c. Terms. Besides understanding the individual responsibilities within 
the CSDP, you must be familiar with the terms that are associated with it. 
Refer to the following subparagraphs for definitions of the specific terms 
that are associated with the CSDP: 


(1) Supervisory Personnel. Supervisory personnel are personnel who 
are in positions of responsibility and whose jobs involve supply operations 
within or for the US Army force structure. This term applies to officers, 
warrant officers (WOs), noncommissioned officers (NCOs), and civilians. 
Examples of supervisory personnel are company commanders, persons listed on 
the table of distribution and allowances (TDA) directors of a directorate, 
and TDA division chiefs. 


(2) Supply Economy. Supply economy applies to the conservation of 
material by every individual who deals with Army supplies to ensure that 
only the proper item in the necessary amount is used to accomplish a task. 
The term "stewardship of resources" is synonymous with supply economy. 


(3) Supply Discipline. Supply discipline is the compliance with 
established DA regulations to administer supply economy in an effective 
manner. Supply discipline applies to all functions and levels of supply 
from the contractor through the wholesale level and the retail level to the 
user level. Supply discipline also includes the effective use of supply 
funds. 
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(4) Repeat Finding. Repeat finding refers to a discrepancy of 
noncompliance that is noted from a previous evaluation and remains 
unresolved beyond the established suspense date. 


(5) Requirements Listing. The term requirements listing refers to 
a compilation of existing regulatory requirements and a single source 
listing that is organized by levels of responsibility or function. 


(6) Parent Organization. The parent organization is the command 
level above the supervisory personnel or the property book officers (PBOs). 
For TDA organizations, the parent organization is the command level that is 
designated as the appointing authority for reports of surveys. 


(7) The Command Supply Discipline Program. The CSDP is a fourfold 
program that addresses the following: 


0 Responsibilities of commanders and supervisory personnel to 
instill supply discipline in their operations. 


0 Guidance for evaluating supply discipline. 


0 Feedback through command and technical channels for 
improving supply policy. 


) Follow-up to ensure that discipline is maintained. 


2. Program Guidance. 


Simplification by using the CSDP is accomplished by compiling the various 
requirements so that responsible personnel are informed easily. 
Simplification is also accomplished by standardizing evaluation 
requirements. 


a. Requirements. The RL establishes a compilation of existing 
requirements. (Refer to AR 710-2 [Supply Policy Below the Wholesale Level], 
Tables B-1 through B-6.) The present supply-oriented supervisory 
responsibilities are listed according to levels of responsibility. 


Supervisors at all levels must review the RL. They must familiarize 
themselves with existing requirements. They must also check to see whether 
additions are needed to account for unique situations within their commands. 
AR 710-2, Table B-7, outlines the minimum evaluations that are necessary to 
monitor the status of supply discipline in subordinate units. 
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The six tables that make up the RL are organized according to levels of 
supervisory responsibility with references to applicable regulations. As 
mentioned previously, the intent of the RL is to provide supervisors 
(whether they are commanders or managers) with a single source of supply 
policy requirements. 


The following list summarizes these six tables: 


) Table B-1 lists user-level (hand receipt holder [HRH]) 
responsibilities. 


O Table B-2 lists PBO responsibilities. 


O Table B-3 lists the requirements for the parent organizations of 
the user level and the PBO level. 


) Table B-4 lists requirements for supply units or activities that 
provide direct support (DS) to users or PBOs. 


) Table B-5 lists requirements for supply units or activities that 
provide general support (GS) to direct support units (DSUs). 


Note: Supply operations above the table of organization 
and equipment (TOE) division level usually are both 
DS and GS. For example, at the installation level, 
the installation supply division (ISD) is in the GS 
mode when it supports divisional units. However, 
it is in the DS and the GS modes when it supports 
nondivisional units. Therefore, both Table B-4 and 
Table B-5 are applicable to ISD operations. 
Determining which table to use depends on the type 
of support that is provided. If the supply 
Operation is in DS of the user, then the commander 
uses Table B-4. If supply operation supports a 
supplier, then the commander uses Table B-5. 


O Table B-6 lists MACOM-level requirements. 
The information within each of the RLs is outlined in the following format: 
) The regulatory requirement is a precise listing of the guidance. 


fe) The administrative procedures are the actions that are needed to 
complete the regulatory requirement. 
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fe) The reference provides you with the source of the requirement. 


fe) The frequency indicates how often the task must be accomplished. 
A frequency listed as "as needed" is an event-oriented 
requirement. A "routine" frequency means that the task must be 
accomplished as often as necessary as a part of the supervisor's 
normal functions. 


b. Implementation. Each commander provides the personal interest and 
the direction that is needed to establish his CSDP and to ensure its 
success. 


The CSDP is incorporated into existing resources in the command to avoid 
redundancy of effort. 


Supervisors use the RL in the normal performance of their duties. 


Each command level above the unit level appoints a CSDP coordinator. The 
CSDP coordinator assists the commander in establishing and monitoring the 
CSDP. 


Whenever an applicable requirement within the RL cannot be completed, the 
affected organization must notify its immediate higher headquarters. 


c. Evaluation. The CSDP does not require vertical assessments of 
subordinate organizations' activities. Each command level is required to 
evaluate the next-lower level of operations (except for Reserve Officers' 
Training Corps [ROTC] battalions that are inspected according to AR 710-2, 
paragraph 2-29). Further evaluations of lower levels are as directed by the 
command. 


(1) Evaluation Requirements by Level. Supervisors (commanders and 
managers) are expected primarily to use the CSDP to police their own 
Operations. The most effective means of ensuring supply discipline is to 
have an internal self-administered program that is practiced on a routine 
basis. 


At these levels, the CSDP requires no additional recordkeeping. The normal 
recording of inventories and inspections is still required. 


At the completion of an evaluation by a higher headquarters, the evaluated 
supervisor determines a suspense date (get-well date) for each finding to 
establish when the discrepancy will be resolved. The supervisor's chain of 
command is authorized to grant an extension to the established suspense 
dates if needed. 
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As mentioned previously, the parent organization is the level that is 
immediately above the user level or the PBO level. In the TDA force 
structure, the installation is the parent organization. 


The parent organization and higher command levels must evaluate the 
subordinate user level or PBO level to ensure compliance with established 
policy. They conduct formal evaluations of subordinate levels on a periodic 
basis as specified in AR 710-2, Table B-7. These evaluations offer the 
following benefits: 


0) To provide supervisors with feedback about their supply 
discipline performance. 


) To identify supply problems and resolve difficulties before 
the problems become serious. 


fe) To determine whether the resolutions of past findings are 
complete and appropriate. 


Each parent organization and higher-command level maintains a file of 
evaluations to record the following data on subordinate levels: 


The date of evaluation. 

The organization evaluated. 

The findings and associated suspense dates. 
The repeated findings. 
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Some evaluation findings of noncompliance may be due to circumstances that 
are beyond the control of the evaluated organization. An example is a 
discrepancy that results from conflicting command and policy guidance. The 
level that conducts the evaluation must elevate the finding to the 
appropriate level that is capable of resolving the discrepancy. 


(2) Frequency of Evaluations. The frequency of evaluations depends 
on the level of the organization. Furthermore, it depends on whether the 
evaluation is external or 
internal. 


Supervisors at the user, the PBO, the DS, and the GS levels fulfill their 
responsibilities as directed by their chains of command. The frequency of 
their internal evaluations is set as desired. 


Parent organizations and higher command levels conduct formal evaluations on 
a periodic basis as determined by AR 710-2, Table B-7. DS and GS supply 
Operations are evaluated semiannually by their higher headquarters. 

Division support command (DISCOM) evaluates the forward support battalion 
(FSB), 
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the main support battalion (MSB), and the division materiel management 
center (DMMC). The director of logistics (DOL) evaluates the ISD. 


AR 710-2, Table B-7, lists the various types of organizations within the 
Army force structure. Whenever a unique organizational structure does not 
fit the charts in Table B-7, the level that is immediately higher within the 
established force structure is responsible for evaluating that organization. 


(3) Evaluation Procedures. The purpose of the evaluation is to 
determine whether an organization is complying with regulatory guidance. 
The RL (AR 710-2, Tables B-1 through B-6) establishes the minimum standards. 
Commanders are encouraged to develop command checklists by using the RL as a 
baseline. 


CSDP evaluations must include a review of the items that are described in 
the following list: 


) Review the property book, the document file, document 
registers, the due-in status file, hand receipts, and the 
prescribed load list (PLL). Also check the procedures that 
are used to request, to receive, and to account for 
property. In addition, check the procedures that are used 
to return recoverable items. These areas are included in 
the RL. 


fe) Verify that school-trained supply personnel are assigned 
to, and are working in, supply positions. 


O Compare a representative sample of completed supply 
transactions for nonexpendable items with the 
Organization's property records. Do this for property book 
accounts only. 


0 Obtain a random sample of transactions from each supply 
support activity (SSA) that supplies the unit with 
nonexpendable supplies. Ensure that necessary annotations 
are made in the document register and the property book. 
Verify that copies of the documents are filed in the 
supporting document file. 


fe) Ensure that personnel who undergo the evaluation make on- 
the-spot corrections. 
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0 Record your findings concerning each applicable requirement 
in the RL. Then review the results of the last evaluation 
to determine whether past discrepancies were resolved. 
Identify both resolved and repeat findings. 


O After you complete the evaluation, brief the organization's 
supervisor on your findings. During the out-briefing, 
ensure that the supervisor establishes a suspense date for 
the resolution of each discrepancy. A discrepancy may be 
due to circumstances that are beyond the control of the 
evaluated organization. If so, elevate such a finding to 
the appropriate level that is capable of resolving the 
discrepancy. 


O In the case of repeat findings, notify the chain of command 
of the problem when you complete the evaluation so that 
compliance may be established again. 


fe) Provide copies of each evaluation to the evaluated 
organization. On the copies, specify any noncompliance 
findings and the respective suspense dates that the 
supervisor determines. Retain a copy of the evaluation. 
Use it for follow-up corrective actions during the next 
periodic evaluation. 


fe) In some cases, you may find major procedure or policy 
problems during a CSDP evaluation. Immediately elevate 
these findings up the chain of command to the level that is 
capable of resolving the problems. 


d. Documentation. At the user level, no additional recordkeeping that 
is unique to the CSDP is required. The normal recording of inventories, 
inspections, and related documents is still required. 


The level that is conducting the external evaluation performs the following 
actions: 


0 Provides the subordinate organization a copy of the evaluation 
results. 


e) Establishes a file of the evaluations that are conducted. The 


evaluating level maintains a minimum of two evaluations per 
organization. 
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fe) Provides the minimum information that is required in the file of 
the evaluations that are conducted. The following data comprise 
this information: the date of the evaluation, the organization 
that is evaluated, the findings and the associated suspense 
dates, and any repeat findings. 


e. Intraservice Support Agreements. To make the CSDP a responsive and 
an efficient program, make maximum use of the intraservice support 
agreements. Numerous tenant units are located at many installations. Chain 
of command evaluations of these subordinate organizations according to the 
CSDP frequency requirements may create extensive travel and man-hour 
support. Therefore, MACOMs are encouraged to enter intraservice support 
agreements to authorize installation commanders to conduct evaluations of 
applicable tenant units. Evaluation results then would be forwarded to the 
respective MACOM headquarters. 


f. Command Supply Discipline Program Monitoring. Formal visibility of 
the CSDP is provided through the Command Logistics Review Program Automated 
Reports System (CARS). Results from routine DA and MACOM evaluations of 
subordinate commands are documented in the CARS. DA and MACOM commanders 
input the evaluation results into CARS using DA Form 4965-R (Command 
Logistic Review Program Observation Worksheet). The reports are used to 
establish a feedback mechanism to HQDA, ODCSLOG on the status of the CSDP 
throughout the Army. The information that MACOM commanders input into CARS 
on the CSDP is directed at determining the following: 


e) The extent of the use of the CSDP. 


0) The degree of success with eliminating noncompliance with supply 
policy. 


0) The adequacy of DA supply policy. 
The minimum input by MACOMs to the DA via CARS is as follows: 
0) The MACOM designation and date of input. 
fe) The summation of evaluation results. 
O The areas requiring DA support to resolve discovered 


discrepancies (problems due to authorizations, policies, joint 
Or combined operations). 
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g. Command Supply Discipline Program Enforcement. Enforce supply 
discipline by using a combination of the following: 


Leadership. 

Command emphasis. 
Training. 

Administrative measures. 
Disciplinary measures. 
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AR 735-5 (Policies and Procedures for Proper Accountability) provides 
various administrative measures for accounting for property that is lost, 
damaged, or destroyed. These actions must be followed for relief from 
property accountability. They are oriented, however, to supply 
accountability and are not intended to be used as corrective or disciplinary 
actions. The assessment of pecuniary liability is solely for the purpose of 
administratively recouping the value of losses to the US government. 


Commanders must recognize that military discipline goes hand in hand with 
supply discipline. The commander can use several tools. These tools serve 
as both deterrence and corrective action. Disciplinary measures include 
reprimands, efficiency reports, and Uniform Code of Military Justice (UCMJ) 
action. 


Use of administrative and disciplinary alternatives need not be limited to 
cases that involve the standards that are prescribed for pecuniary 
liability. Even when no pecuniary liability is found, the facts may warrant 
some form of command action. For example, command action may be required 
when there is a failure to supervise an operation or a subordinate's actions 
properly. Also, there is little doubt that strong measures should be taken 
against a supply sergeant whose stocks are found by a command inspection to 
be $10,000 short because of his misconduct, neglect, or inefficiency. 
However, Similar action would be appropriate against supervisors and 
commanders in the chain of command if an investigation reveals inadequate 
command supervision (a failure to conduct or to verify inventories or a 
failure to conduct checks). 


The best means of ensuring supply discipline is to be proactive and not 
reactive in supply operations. Also, supply discipline does not lend itself 
to infrequent emphasis. Enforcing discipline and compliance with 
regulations requires constant command emphasis. To install and maintain 
supply discipline effectively, commanders and supervisors must adhere 
routinely to CSDP procedures. They must also conduct supply discipline 
training for all subordinates. For example, training must be provided on 
hand receipt procedures and inventory techniques. 
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3. Poor Stewardship Indicators. 


Poor stewardship of resources is identified by the following indicators: 


O 


O 


O 


Inaccurate property book accounting. 
Failure to assign responsibility via hand receipts. 


Lack of adequate physical security measures and the presence of 
excesSive supplies on hand. 


In addition, you may use the RL (AR 710-2, Appendix B) to identify poor 
stewardship. Extracts of this appendix are provided in Appendix B at the 
end of this subcourse. 


Corrective actions for poor stewardship could include the following: 


O 


Establishing and enforcing unit standing operating procedures (SOPs) 
for supply management 


Conducting command-directed inventories and formal and informal 
training programs. 


Establishing high standards for the unit's supply performance. 
NOTE: AR 710-2, Appendix B, in Appendix B at the end of this 


subcourse specifies the frequency with which CSDP 
evaluations are to be conducted. 
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LESSON 1 
PRACTICE EXERCISE 


The following items will test your grasp of the material covered in this 
lesson. There is only one correct answer for each item. When you complete 
the exercise, check your answers with the answer key that follows. If you 
answer any item incorrectly, study again that part of the lesson which 
contains the portion involved. 


au The CSDP is designed to simplify certain responsibilities. One of 
these responsibilities is 


A. tactical planning. 
B. procurement. 
C. command. 
D. logistics planning. 
2. Which of the following are responsible for using the results of the 


CSDP evaluations to determine candidates for the ASEAP? 


A. MACOM and equivalent commanders. 
B. Proponent school commanders. 
C. Subordinate commanders. 
D. CSDP monitors. 
3. Which of the following terms refers to the conservation of material by 


all personnel who deal with Army supplies to ensure that only the 
correct item in the required amount is employed to accomplish a task? 


A. Supply economy. 

B. Supply discipline. 

Cc. RL. 

D. Repeat finding. 

4. To refer to PBO responsibilities, you consult AR 710-2, Table 

A. B-1 

B. B-2 

C. B-5 

D. B-7 
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The frequency with which CSDP evaluations are conducted depends on 
which of the following factors? 


0TOW> 


The level of organization. 

The type of organization. 

The mission or purpose or organization. 
The location of organization. 


CSDP evaluations must include a review of a random sample of 
transactions from each SSA that supplies a unit with which of the 
following types of supplies? 


00OWN> 


Perishable. 
Durable. 
Expendable. 
Nonexpendable. 


Pecuniary liability is assessed solely for the purpose of 
accomplishing which of the following tasks? 


A. 
B. 


C. 


D. 


Establishing the basis for corrective or disciplinary measures. 
Administratively recouping the value of the losses to the US 
government. 

Ensuring the security of government property from threats of 
loss, damage, or destruction. 

Eliminating repeat findings. 


Which of the following indicates the poor stewardship of resources? 


eS 


The presence of excessive supplies on hand. 

The assignment of responsibility via hand receipts. 

The need to conduct command-directed inventories and informal 
training programs. 

The use of established SOPs for supply management. 
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LESSON 1 


PRACTICE EXERCISE 


ANSWER KEY AND FEEDBACK 


Item Correct Answer and Feedback 


1. C. command. 


The CSDP is intended to simplify command, supervisory, and 
managerial responsibilities. Such simplification is accomplished by 
outlining the various requirements for responsible personnel, by 
standardizing requirements for responsible personnel, and by 
formalizing follow-up procedures. (page 1-2, para 1) 


2. C. Subordinate commanders. 


CSDP responsibilities exist at all levels from HQDA to troop 
commanders. Subordinate commanders have several responsibilities. 
One of these responsibilities is to use the results of the CSDP 
evaluations to determine candidates for the ASEAP. 

(page 1-5, para 1b(6)) 


3. A. Supply economy. 
The term "supply economy" refers to the conservation of material by 
every individual who deals with Army supplies to ensure that only 
the proper item in the necessary amount is used to accomplish a 
task. A synonymous term is "stewardship of resources." 
(page 1-6, para lc(2)) 

4. B. B-2. 


Six tables (B-1 through B-7) in AR 710-2 make up the RL. Table B-2 
lists the responsibilities of the PBO. (page 1-8, para 2a) 


5. A. Level of organization. 
The frequency of CSDP evaluations depends on the level of the 


Organization and whether the evaluation is external or internal. 
(page 1-10, para 2c(2)) 
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D. Nonexpendable. 


Obtain a random sample of transactions from each SSA that supplies a 
unit with nonexpendable supplies. Ensure that the necessary 
annotations are made in the document register and that the documents 
are filed in the supporting document file. (page 1-11, para 2c(3)) 


B. Administratively recouping the value of the losses to the US 
government. 


AR 735-5 provides various administrative measures for accounting for 
property that is lost, damaged, or destroyed. These actions must be 
followed for relief from property accountability. They are 
oriented, however, to supply accountability and are not intended to 
be used as corrective or disciplinary actions. The assessment of 
pecuniary liability is solely for the purpose of administratively 
recouping the value of losses to the US government. 

(page 1-14, para 2g) 


A. Presence of excessive supplies on hand. 


The lack of adequate physical security measures and the presence of 
excesSive supplies on hand are indicators of a poor stewardship of 
resources. Others are inaccurate property book accounting and the 
failure to assign responsibility via hand receipts. The RL (AR 710- 
2, Appendix B) lists other indicators of poor stewardship. 

(page 1-15, para 3) 
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LESSON 2 
INSPECT UNIT SUPPLY RECORDS 


Critical Task: 03-5101.00-0284 


OVERVIEW 


TASK DESCRIPTION: 


In this lesson, you will learn how to ensure that all property authorization 
documents and supply records are maintained error free and are on hand or on 
request. 


LEARNING OBJECTIVE 


ACTION: Ensure that all property authorization documents and supply 
records are maintained error free and are on hand or on 
request. 

CONDITION: You will be given information from AR 735-5 and DA Pamphlet 


710-2-1 and extracts of AR 710-2 and DA Pamphlet 710-2-1. 


STANDARD: Ensure that all property authorization documents and supply 
records are maintained error free and are on hand or on 
request and are in accordance with AR 735-5 and DA Pamphlet 
710-2-1. 


REFERENCES: The material contained in this lesson was derived from the 
following publications: AR 735-5 and DA Pamphlet 710-2-1. 
INTRODUCTION 
At times, you will serve as the PBO or the supply officer (S4). On these 
occasions, you must ensure that all property authorization documents and 
supply records are maintained error free and that supplies are on hand or on 


request. To do so, employ the following procedures: 


fe) Check the due-in listing to ensure that all the items that are 
authorized are on valid requisition (for the automated system). 


O Check the DA Form 2064 (Document Register for Supply Actions) that 
is used under the manual system. Ensure 
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that the requisition entries have been logged and that the due-in 
status has been posted. 


Check the due-in status and the document files. 


Check DA Form 3328 (Property Record). Ensure that one exists for 
all authorized items in the table of organization and equipment 
(TOE). Check DA Form 3328-1 (Serial/Registration Number Record). 
Ensure that one has been made up for each item that requires serial 
number accountability. These forms comprise the property book that 
is used under the manual system. 


This lesson gives instruction concerning each of these processes, and they 
are listed as follows: 


1. Check the Due-In Status Cards and/or Listing. 


Supply status tells the requester of a decision that is made by the supplier 
on a specific supply request. Supply status is received from the SSA on 
status cards or listings. Supply status is in the form of status codes. 

The codes are explained in the extracts of DA Pamphlet 710-2-1 (Using Unit 
Supply System [Manual Procedures]), Appendix C, which appear in Appendix B 
at the end of this subcourse. 


a. 


Types of Supply Status. There are two types of supply status: 


shipment and exception. Each type is discussed in the respective following 
subparagraph. 


(1) Shipment Status. Shipment status is notification of the 


estimated or actual shipment dates. 


(2) Exception Status. Exception status results from any of the 


following supply decisions that the supplier makes: 
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0) Substitution of an authorized stock number. 

O Change of unit of issue (UI) or quantity. 

0 Back order is established when materiel cannot be sent by 
the standard delivery date (SDD) or the required delivery 
date (RDD). 


fe) Partial supply action on a requested quantity. 


fe) Request rejected (returned without action) for a specific 
reason. 


e) Cancellation confirmed. 


O Procurement of materiel for direct shipment from vendor to 
customer. 


0 Events indicating that materiel may not be sent to the 
requester within the set time frame for the assigned 
priority or the RDD. 


b. Processing. Status cards from the SSA are either on Department of 
Defense (DD) Form 1348m (DOD Single Line Requisition System Document 
[Mechanical]) or DA Form 2765 (Request for Issue or Turn-In). Status cards 
are identified by the document identifier code (DIC) in card columns (CCs) 1 
through 3 and the status code in CC 65 and 66. The following are the most 
often used DICs: 


) AE-series supply status. 

O AS-series shipment status. 

O AU-series reply to a cancellation request-shipment status. 

(1) Completion Instructions: Supply Status Card, DIC AE1. Refer 


to Figure 2-1 for a sample of a supply status card (DIC AE1). The following 
subparagraphs explain the entries for supply status card DIC AE1. 


Follow these instructions to complete the supply status card, DIC AE1 that 
is shown in Figure 2-1: 


NOTE: The instructions for completing the supply status card, 
DIC AE1 (Figure 2-1); the shipment status card, DIC AS1 
(Figure 2-2); and the reply to cancellation request 
shipment status card, DIC AU1 (Figure 2-3) are provided 
for the CCs of each card. To locate the CCs, refer to 
the bottom edge of the card. The numbers in the columns 
along the bottom edge of the card refer to data that are 
entered in the corresponding spaces at the top edge of 
the card. For example, refer to Figure 2-1. Locate CCs 
1 through 3 at the bottom edge of the card. Then, refer 
to the entry "AE1" that is made in the corresponding 
spaces at the top edge of the card. Below the "AE1" 
entry is the abbreviation "DOC IDENT." Therefore, CCs 1 
through 3 represent the document identifier code, as 
indicated in the next subparagraph. 


228 QM3519 


08 62 82 Li 92 SL PL EL ZL eee RGA ad OTL LL me Py eae etree eter ae OP EERE SE PEE EL AE OG) B21 OS) PEL 4404 ay eia8 


‘ 


Reet Ber Bive ) imo; 


t2 
auyTico po Av] wt Saul “ae [12200 “aus | ond $| unis te ee ana 


UUTETETT 


rte cE 


BUNLWNOIS Oaais73u ava 


Poe 


(t-2-012 Utd Vd) NFNUNL YO 3NSSI HOI Sa 


DA FORM 2765-1, 6.78 76 


TEOCET 


DA Form 2765 


Sample supply status card, DIC AE1, 


Figure 2-1. 
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(a) Card Columns 1 through 3. Enter the DIC to indicate the 
supply status. For example, "AE1" is entered in CCs 1 through 3 of the 
sample supply status card, DIC AE1, that is shown in Figure 2-1. 


(b) Card Columns 4 through 6. Enter the routing identifier 
code of the source of supply that furnishes the status. For example, in CCs 
4 through 6 of the sample supply status card, DIC AE1, that is shown in 
Figure 2-1, "AKZ" is entered. 


(c) Card Column 7. Enter the media and status code m the 
supply request. For example, "T" is entered in CC 7 of sample supply status 
card, DIC AE1, that is shown in ire 2-1. 


(d) Card Columns 8 through 22. Enter the stock number of the 
item. For example, "2530001763343" is entered in CCs 8 through 22 of the 
sample supply status card, DIC AE1, that is shown in Figure 2-1. 


(e) Card Columns 23 and 24. Enter the UI of the item. For 
example, "EA" (each) is entered in CCs 23 and 24 of the sample supply status 
card, DIC AE1, that is shown in Figure 2-1. 


(f) Card Columns 25 through 29. Enter the quantity to which 
the status applies. For example, "00003" is entered in CCs 25 through 29 of 
the sample supply status card, DIC AE1, that is shown in Figure 2-1. 


(g) Card Columns 30 through 43. Enter the document number to 
which the status applies. For example, "WK48E510350901" is entered in CCs 
30 through 43 of the sample supply status card, DIC AE1, that is shown in 
Figure 2-1. 


(h) Card Column 44. Enter the suffix if the status card 
applies to a partial issue. In the sample supply status card, DIC AE1, that 
is shown in Figure 2-1, this CC is left blank. 


(1) Card Columns 45 through 50. Enter the address of the 
activity that is to receive the materiel. For example, "WK4PDE" is entered 
in CCs 45 through 50 of the sample supply status card, DIC AE1, that is 
shown in Figure 2-1. 


(j) Card Column 51. Enter the signal code from the original 
supply request. For example, "K" is entered in CC 51 of the sample supply 
status card, DIC AE1, that is shown in Figure 2-1. 
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(k) Card Columns 52 and 53. Enter the fund code from the 
Original supply request. For example, "TK" is entered in CCs 52 and 53 of 
the sample supply status card, DIC AE1, that is shown in Figure 2-1. 


(1) Card Columns 54 through 56. Enter the distribution code 
(CC 54) from the original supply request. Enter the Type Requirement Code 
(TRC)(CCs 55 and 56) from the original supply request. Otherwise, leave the 
CCs blank. Refer to CCs 54 through 56 of the sample supply status card, 
DIC AE1, that is shown in Figure 2-1 for examples of the entries. 


(m) Card Columns 57 through 59. Enter the project code from 
the original supply request. Otherwise, leave the CCs blank. 


(n) Card Columns 60 and 61. Enter the priority designator (PD) 
from the original supply request. For example, "06" is entered in CCs 60 
and 61 of the sample supply status card, DIC AE1, that is shown in Figure 2- 
1. 


(0) Card Columns 62 through 64. Enter the Julian date that the 
card was processed. For example, "043" is entered in CCs 62 through 64 of 
the sample supply status card, DIC AE1, that is shown in Figure 2-1. 


(p) Card Columns 65 and 66. Enter the supply status or the 
rejection code. Refer to the extracts of DA Pamphlet 710-2-1, Appendix C, 
that are provided in Appendix B at the end of this subcourse for a list of 
these codes. For example, "BB" is entered in CCs 65 and 66 of the sample 
supply status card, DIC AE1, that is shown in Figure 2-1. 


(q) Card Columns 67 through 69. Enter the routing identifier 
code of the last known source of supply. For example, "AK7" is entered in 
CCs 67 through 69 of the sample supply status card, DIC AE1, that is shown 
in Figure 2-1. 


(r) Card Columns 70 through 73. Enter the estimated delivery 
date. For example, "7107" is entered in CCs 70 through 73 of the sample 
supply status card, DIC AE1, that is shown in Figure 2-1. 


(s) Card Columns 74 through 80. Enter the unit price of the 
item. For example, "0001289" is entered in CCs 74 through 80 of the sample 
supply status card, DIC AE1, that is shown in Figure 2-1. 


(2) Completion Instructions, Shipment Card, DIC AS1. Refer to 
Figure 2-2 for a sample shipment card (DIC AS1). The following 
subparagraphs explain the entries on this card. 
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Figure 2-2. Sample shipment status card, DIC AS1, DA Form 2765 
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(a) Card Columns 1 through 50. Like the supply status card, 
DIC AE1 (Figure 2-1), the shipment status card, DIC AS1 (Figure 2-2), 
consists of CCs. The same instructions apply for CCs 1 through 50 of both 
cards, although the specific entries are different. For example, CCs 1 
through 3 of both cards provide the DIC. However, for the supply status 
card (Figure 2-1), this entry is "AE1," whereas, for the shipment status 
card (Figure 2-2), this entry is "AS1. " The following instructions begin 
with CC 51 of the shipment status card, DIC AS1, that is shown in Figure 2- 
2. For instructions concerning the entries to the previous CCs on this 
card, refer to the instructions for the same CCs of the shipment status 
card, DIC AE1, shown in Figure 2-1. 


(b) Card Column 51. Enter the hold code, if it is applicable. 
For example, "7" is entered in CC 51 of the sample shipment status card that 
is shown in Figure 2-2. 


(c) Card Columns 52 through 56. Like the supply status card, 
DIC AE1 (Figure 2-1), the shipment status card, DIC AS1 (Figure 2-2) 
consists of CCs. The same instructions apply for CCs 50 through 56 of both 
cards, although the specific entries will differ. For example, for CCs 52 
and 53, the fund code from the supply request is entered for both cards. 
However, this entry is "TK" for CCs 52 and 53 of the sample supply status 
card, DIC AE1 (Figure 2-1), while it is "GA" for CCs 52 and 53 of the sample 
shipment status card, DIC AS1 (Figure 2-2). The following instructions 
begin with CC 57 through 59 of the shipment status card, DIC AS1, shown in 
Figure 2-2. For instructions concerning the entries to CCs 52 through 56 of 
this card, refer to the instructions for the same CCs of the shipment status 
card, DIC AE1, shown in Figure 2-1. 


(d) Card Columns 57 through 59. Enter the date that the 
materiel was shipped or the estimated shipping date. For example, "230" is 
entered in CCs 57 through 59 of the sample shipment status card, DIC ASi, 
shown in Figure 2-2. 


(e) Card Columns 60 and 61. The instructions for completing 
these CCs are the same as for CCs 60 and 61 of the supply status card, DIC 
AE1 (Figure 2-1): enter the PD from the original supply request. In Figure 
2-1, "03" is entered for these CCs. 


(f) Card Columns 62 through 76. Enter the transportation 
control number, the government bill of lading, or any other shipment unit 
number. For example, "K48BC12050002XX" is entered in CCs 62 through 76 of 
the sample shipment status card, DIC AS1, shown in Figure 2-2. 
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(g) Card Column 77. Enter the mode of shipment code. Refer to 
the extracts of DA Pamphlet 710-2-1, Appendix D, that are provided in 
Appendix B at the end of this subcourse for a list of these codes. For 
example, "B" is entered in CC 77 of the sample shipment status card, DIC 
AS1, shown in Figure 2-2. 


(h) Card Columns 78 through 80. Enter the date that the 
materiel is available for shipment. For example, "229" is entered in CCs 78 
through 80 of the sample shipment status card, DIC AS1, shown in Figure 2-2. 


(3) Completion Instructions, Reply to Cancellation Request -Shipment 
Status Card, DIC AU1. Refer to Figure 2-3 for a sample reply to 
cancellation request-shipment status card (DIC AU1). 


Complete all CCs of the reply to cancellation request-shipment status card, 
DIC AU1, according to the instructions that are provided for CCs 1 through 
80 of the shipment status card, DIC AS1 (Figure 2-2). The instructions are 
identical. However, the specific entries will differ. For example, for CCs 
1 through 3 of the sample shipment status card, DIC AS1 (Figure 2-2), the 
entry is "AS1." However, the DIC for the reply to cancellation 
request-shipment status card (Figure 2-3) is different. Therefore, the 
entry ("AU1") for CCs 1 through 3 of the sample reply to cancellation 
request-shipment status card shown in Figure 2-3 is also different. Follow 
the same instructions to complete the CCs of the reply to cancellation 
request-shipment status card, DIC AU1 (Figure 2-3) as you complete the 
corresponding CCs of the shipment status card, DIC AS1 (Figure 2-2). For 
examples of the entries to these CCs, refer to Figure 2-3. 


Process status cards as explained in Figure 2-4. Units that have real time 
access to automated status files through the use of a Standard Army 
Management Information System (STAMIS) are not required to post routine 
status. Routine status is defined as "BA," "BB," and "BM." 


2. Check DA Form 2064. 


The document register is a record of document numbers that are assigned to 
supply documents. Use it as the suspense file for open supply transactions. 


a. Types of Document Registers. There are three types of document 
registers: 


fe) Nonexpendable. 
fe) Durable. 
fe) Expendable. 
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Figure 2-3. Sample shipment status card, DIC AU1, 
reply to cancellation request, DA Form 2765 
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Note: Unite thet have real te acoses to evtometed stetve flee through use of a Standard Army Menegement information System (STAMMIS) ere not required to post 


STATUS CARD RECEIVED 
A... card with BA, BG, BC, BV, BZ or B3 siatus code. 


AE ... card with GD, BK, 82, BG, or BD siatus code. 


AE... card with BG situs code (stock number and/or unit of sue 
changed). 


AE... card with BH elatue code (mmetitution for requested Kem). 


AE... card with BJ statue code (quantity changed to conform to unit 


AE... card with BM statue code. 


AE... card with BN or 87 status code. 


TAKE THESE ACTIONS 


1. Enter the status code and quantity, if a partial quantity, estimated 
delivery date (EDO) trom status card in colurnn | of document register 
{in pencd). 

Note: ff no EOD ie supplied, use the date of receipt of the card in column |, 

2. Place status card in due-in status file in front of all other cards for 
thal request 

1, Enter the status code only from the status card in column of the 
document register (in pencti). 

2. Place the status card in the due in status (He in front of af other 
cards for thal request. 


1. For hema not accounted for on property books— 


“a. For NSN 
(1) Pest the change to all records kept for the Hem. 
(2) Enter the status code in column | of document register. (pencil 


. ; 
(3) Place status card in due-in status tite. 


b. For unil of sue changes— 
(1) Enter the new unit of issue on all records kept for the item. 
Yee ie ernny secorsen as on; hen to ogres ett nes 
unit of leeve. 
(3) Enier status code in column fof document register. (penct 


try). 
(4) Place status card in due-in status fie. 


2. For Herne accounted for on property books— 


@. For NSN chenges— 
(1) Change the siock number in column d of document register, 
(2) Enter the status code in column | of document register. (pencit 


. 
(3) Place statue card in due-in status fe. 
(4) If there le a quantity on hand, prepere and process DA Form 


4049 (Adminiatative Adjustment Report (AAR)). 
(5) f thete Is no quantity on hand, place the property book page in 
the inactive file: Prepare a page for the new NSN, 


b. For unit of lesve 
(1) if there is no quantity on hand, enter the new unil of seue on 
alt recorde kept for the item. 
(2) Enter the status code in column | of document register. (penck 


). 
(3) Place status card in due-in statue fie. 
(4) If there te @ quantity on hand, prepare and process an AAR. 


1. Post new NSN to column d of the document register, (t appropriate, 
change entries in columns | and k (penci). 


See nen ee aN 
entiy). 

3. Place status card in due-in status tite. 

1. Enter the new quantity due-in in columns | and k of the document 


2. Enter the status code in column | of document register. (pencil 
9. Post the change to other records kept for the Hem Hf they ehow 
quantiles requesied or dus-in. 


4. Place status card in due-in status file. 
1, Enter status code in column | of document register. (pencil entry). 
2. Place status card in due-in siatus file. 


1. Enter the status code from the status card in column of the 
document register (in pencil). 


Figure 2-4. 


Status card processing 
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” AE... card with BO or 84 status code for total quanttly requested. 


AE ... card with BO or 84 status code for pari of quantity requested 


AE ... card with any rejection status code for tote! quantity requested. 


AE ... card with any rejection status for part of quantity requested. 


AS ...07 AU... card for total due-in quantity. 


AS ...07 AU... card for pest of due-in quantity. 


TAKE THESE ACTIONS 
2. Property adjust local fund obligation records to retlect change. 


9. Place the status card in the due in status file in front of all other 
cards for that request. 


4. Enter the siatus code and Julian date in column m of document 
Fepister. 

2 if the status card is for a request from the nonexpendable document 
register, enter the word “Canceled”, date o! posting and initials of the 
Individual performing the posting on the front of the status card and file 
in the supporting document file. Otherwise, destroy it. 


9. Remove previous status carda from due-in status file and destroy. 


1. Enter status code, quantity, from status card. and Julian date in 
column n of document register. 


2. If there is no due-in quantity, change the entry in column j of 
document register to Ink, and enter the same date ‘as the status card in 
column m. Remove previous status cards for the request from the due- 
In otatus file and destroy. 


3. If due-in still exists, adjust due-in quantity in column k of document 
tegister (pencil entry). 


4. if the status card is for a request from the nonexpendable document 
register, enter the word “Canceled”, the date of posting, and the 
initiels of the individual performing the posting on the front of the status 
card end file in the supporting document file. Otherwise, destroy it. 


1. Enter the statue code and Julian date in column m of document 
register. 

2. Remove previous status cards for the request trorn due-in status file 
and destroy. 


3. Analyze the status code and/or remarks io delermine reason for 
rejection. If the item is stil needed, process a new request, using a 
new document number. Meke sure the reason for rejection has been 
corrected. 


4. If the status card je for a request from the nonexpendeble document 
tegister, enter the word “Canceled”, the date of posting, and the 
initials of individual performing the posting on the front of the status 
card and Ike it in the supporting document file. Otherwise, destroy it. 


1. Enter status code and quantity from status card, and Julian date in 
column n of document register. 


2. H there is no due-4n quantity, change entry in column | to ink, and 


“enter date from status card In column m. Remove previous status 


cards for the request from the due-in status.file and destroy. 


3. 1 @ Quantity semnains due-in, adjust the due-in quantity in column k of 
document register and file status card due-in status file. 


‘A. Analyze the status code and/or remarks to determine reason for 


rejection. If the item is stili needed, process 8 new request, using a 
new document number. Make sure the reason for rejection has been 
corrected. 


6. If the status card is for a request from the nonexpendable document 
register, enter the word “Canceled”, the date posted, and the initiats of 

the individual performing the posting on the front of the stetus card and 
file it in the supporting document file. Otherwise. destroy it. 


1. Enter the DIC and date shipped or estimated delivery date (ESD) 
from status card in column | of document register. (pencil entry). 


2. Place status card in the due-in status file. 


1. Enter the DIC, date shipped or ESD, and quantity from status card in 
column | of document register. (pencil entry). 


2. Place status card in the dus-in status file. 


nea eee nnn UEEESnanbntne enamine ntmeamennentneaisanmteneenememanmmnemmesesemmeeaemetmieneaneemmnntenameneaaanant 


Note: Uniess cthensiee stated, af entries cited above wil be made in ink, 
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Figure 2-4. 


Status card processing (continued) 
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Refer to the following subparagraphs for details concerning each type. 


(1) Nonexpendable. Keep the nonexpendable register at the property 
book level. Use it to record supply transactions for property book items 
(regardless of accounting requirements code [ARC] and nonexpendable 
components). 


(2) Durable. You are authorized to keep one durable register at 
the unit level as directed by the PBO. The PBO may authorize the register 
to be combined with an expendable document register to make an expendable- 
durable register. This register normally is maintained by the unit supply 
element. 


(3) Expendable. Ensure that each element within a unit that is 
authorized to submit supply requests to an SSA keeps an expendable document 
register. Use it to record supply transactions for expendable items. 


NOTE: In the United States Army Reserve (USAR) only, 
assign a document number from the durable- 
expendable register when personal clothing is 
required for an individual. 


b. Property Book Officer Responsibilities. The PBO designates, by 
informal memorandum, those elements within a unit that are authorized to 
request expendable and durable supplies. The PBO ensures that document 
numbers are not duplicated among unit elements. The informal memorandum 
specifies the following: 


O The class of supply. 
0) The department of Defense Activity Address Code (DODAAC). 
0 The block of document serial numbers to be used by the element. 


O Any restrictions. For example, a restriction might be that only 
one element within a unit is authorized to request durable 
items. Other elements would be restricted from requesting 
durables. 


The durable document register has the same DODAAC as the property book 
account. Only one durable register is maintained within the organizational 
activity that is authorized the property book account. When the assignment 
of the durable register is made to an element that is outside the property 
book office (for example, an S4 in the division or the brigade), the 
establishment and the maintenance of hand receipts and shortage annexes 
become the responsibility of the element that has the register. 
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c. Document Register Maintenance. Keep document registers by calendar 
year or fiscal year (FY). Use the procedures in AR 25-500-2 (The Modern 
Army Recordkeeping System [MARKS]), File number 710-2b, or DA Pamphlet 25- 
400-2 for filing and extracting document registers. 


d. Supply Documents. Record supply documents in the document register 
as explained in subparagraph 2j of this lesson. For training ammunition, 
use the procedures explained in subparagraph 2k of this lesson. 


e. Procedures to Use for Unrecorded Documents or Duplicate Document 
Numbers. You may find or receive a unit document that has not been recorded 
in the document register. You may find or receive a document that has a 
number that duplicates a recorded document number for a different 
transaction. In either case, follow these procedures: 


) Research the transaction with all the activities that would act 
on it if it were valid. If the document is an obvious error or 
was never processed, then destroy it. If the document was 
processed, then submit a request for cancellation. 


fe) If the document cannot be canceled and is for an expendable or a 
durable item, then file the document in the applicable document 
number sequence. Record the document on a blank DA Form 2064. 
Line out the remaining blank spaces on that register page. File 
the page immediately following the page where the document would 
have been recorded using the same page number and a letter for 
the new page. For example, if the document has been recorded 
following page 13, number the new page 13a. Number a second new 
page behind page 13 as page 13b. When you extract open 
documents at the beginning of a calendar year or an FY from an 
inactive document register to the new document register per AR 
25-400-2, File number 710-2b, or DA Pamphlet 25-500-2 (Modern 
Army Recordkeeping System [MARKS) for TOE and Certain Other 
Units of the Army), record the open documents in the correct 
document number sequence as the first entries in the new 
document register. Refer to subparagraph 2c of this lesson. 


f. Procedures to Use for a Document that Cannot Be Canceled and 
Pertains to a Nonexpendable Item. If the document cannot be canceled and is 
for a nonexpendable item, then record the document in the nonexpendable 
document register using the procedures in subparagraph 2e of this lesson. 
File the document 


QM3519 2-14 


in the supporting document file in document number sequence with a 
statement, signed by the PBO, that explains the circumstances. 


g. Procedures to Use When a Document Register from the Wrong Register 
Is Assigned to a Transaction. When a document number from the wrong 
document register is assigned to a transaction, such as an expendable 
document number to a request for a nonexpendable item. Cancel the 
transaction and resubmit it using a document number from the correct 
document register. If the transaction is completed or cannot be canceled, 
assign a document number to the transaction from the correct document 
register. On the document registers and in the due-in suspense files, 
cross-reference each document number to the other. File completed copies in 
the file that supports the correct document register. When a nonexpendable 
document register is used erroneously, file a statement in the supporting 
document file that cross-references the document number from the correct 
document register. Dispose of file copies as required for the correct 
document register. 


h. Force-Issue Items. When force-issue items are reportable item 
control code (RICC) 2, send a copy of the receipt document to the Continuing 
Balance System-Expanded (CBS-X) Central Collection Activity (CCA). 


i. Communication Security Accounts. Units that operate communication 
security (COMSEC) accounts have a different document register for classified 
COMSEC items that the COMSEC custodian manages. This is a separate register 
that is not under the PBO's control. Maintain the register according to the 
instructions that are provided in paragraph 2 of this lesson with the 
exception that you construct document numbers by using the COMSEC account 
number as prescribed in Technical Bulletin (TB) 380-41-3 (Procedures for 
Safeguarding, Accounting, and Supply Control of COMSEC Material, Volume 3, 
Accounting and Reporting Procedures) instead of using DODAAC document 
numbers. 


j. Completion Instructions. DA Form 2064. Refer to Figure 2-5 for a 
sample of a completed DA Form 2064. Use the following procedures to 
complete DA Form 2064: 


(1) "ELEMENT KEEPING THE REGISTER" Block. Enter the name of the 
element and the name of the unit that keep the register. For example, "1- 
651 Arty Bn Property Book Section" is entered in this block of the sample DA 
Form 2064 that is shown in Figure 2-5. 
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(2) "Department of Defense ACTIVITY ADDRESS CODE" Block. Enter the 
unit DODAAC that will be put on the request. COMSEC custodians enter the 
COMSEC account number that is used to request classified COMSEC equipment 
and components. For example, "WK4ABC" is entered in the sample DA Form 2064 
that is shown in Figure 2-5. 


(3) "UNIT IDENTIFICATION CODE" Block. Enter the unit 
identification code (UIC) of the requesting unit. For example, WASHAA" is 
entered in the sample DA Form 2064 that is shown in Figure 2-5. 


(4) Column "a" ("DATE"). Enter the Julian date. For training 
ammunition, follow the procedures in subparagraph 2k of this lesson. Refer 
to Figure 2-5 for examples. 


(5) Column "b" ("SERIAL"). Enter the assigned four-digit document 
serial number. Restart the sequence daily. Refer to Figure 2-5 for 
examples. 


(6) Column "c" ("DOCUMENT SENT TO"). For request for issue and 
turn-in, enter the last three digits of the SSA's DODAAC. COMSEC custodians 
enter the last three digits of the supporting SSA COMSEC account number. 

For other than request for issue or turn-in, enter the name of the activity 
to which the document is sent. Refer to Figure 2-5 for examples. 


(7) Column "d" ("STOCK NUMBER"). Enter the stock number of the 
item that is being requested or turned in. For nonexpendable document 
registers, you may include the line item number (LIN) for continuity and 
cross-reference. Leave this column blank for requests for issue or turn-in 
on DA Form 3161 (Request for Issue or Turn-In). For ammunition requests, 
extract the stock number from block "b" of DA Form 581 (Request for Issue 
and Turn-In of Ammunition). Leave this column blank if stock numbers are 
requested for issue or turn-in. Refer to Figure 2-5 for examples. 


(8) Column "e" ("NOUN"). Enter one or two words that identify the 
item that is being requested or turned in. Refer to Figure 2-5 for 
examples. For request for issue or turn-in on DA Form 3161, enter "DA Form 
3161." For training ammunition, follow the procedures in subparagraph 2k of 
this lesson. For other than requests for issue or turn-in, enter a 
description of the form or the action. The following are examples: 


0 "S/C" for "Statement of Charges." 
0 "R/S" for "Report of Survey." 
fe) "AAR" for "Administrative Adjustment Report." 


Refer to Figure 2-5 for typical examples of this entry. 
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(9) Column "f" ("REQUEST FOR"). Enter the hand receipt number or 
the equipment number or other locally assigned identification for which the 
item is requested. For supply requests that are required by a maintenance 
request, enter the job order number. For adjustment documents such as 
statements of charges or reports of survey, you may enter the applicable 
hand receipt number. 


Refer to Figure 2-5 for typical examples of this entry. 


(10) Column "g" ("PD"). Enter the PD of the request for issue. 
Otherwise, leave this space blank. Refer to Figure 2-5 for typical examples 
of this entry. 


(11) Column "h" ("INITIALS"). The person who is authorized to 
authenticate the requests places his initials in this column for each 
urgency of need designator (UND) A and UND B request. Otherwise, leave this 
column blank. For UND A and UND B supply requests that are required by a 
maintenance request, leave this column blank. 


NOTE: Initials are not required for requests that have 
been extracted from another register. 


Refer to Figure 2-5 for examples of this entry. 
(12) "QUANTITY" Columns. Three columns ("i," "j," and "k" are 


subheadings under the "QUANTITY" column. Each is discussed in its 
respective following subparagraph. 


(a) Column "i" ("REQUEST"). Enter the quantity that is 
requested. For training ammunition, follow the procedures in subparagraph 
2k of this lesson. For request for issue on DA Form 3161, leave this column 
blank. For other than a request for issue, leave this column blank. 


Refer to Figure 2-5 for examples of this entry. 


(b) Column "j" ("RECEIVED [REC'D] TURN IN"). Enter the 
quantity that is received from the SSA or the quantity that is turned in. 
Enter partial receipts in pencil. Otherwise, leave this column blank. 


Refer to Figure 2-5 for examples of this entry. 


(c) Column "k" ("DUE IN"). Enter the quantity that is due in 
when the document number is assigned. This is a pencil entry. On the 
receipt of the materiel or cancellation or rejection status, change the due- 
in quantity. 


Refer to Figure 2-5 for examples of this entry. 
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(13) Column "1" ("DATE FOLLOW UP DUE"). 


This column may contai 


more than one entry. Make all entries in pencil. If the space in this 
column is not sufficient, use column "n" ("REMARKS"). 


(14) Additional Instructions for Columns "1," "m," and "n." 


n 


when 


certain conditions occur, you must respond by making specific entries in 


columns "1," "m," or "n." 


Figure 2-6 through Figure 2-9 explain what actions to take and what entries 
to make in columns "1" through "n" of DA Form 2064 in response to the 


occurrences of such conditions. 


CONDITION 


Supply status card is 
received for due-in 
quantity. 


Supply status card is 
received for part of 
due-in quantity. 


Shipment status card is 
received for total due- 
in quantity. 


Shipment status card is 
received for part of due- 
in quantity. 


Final action is completed. 


Figure 2-6. Entries to column 


ACTION/ENTRY 


Erase any previous 
entry. Enter the 
status code and, 

if provided, the 
estimated delivery 
date (EDD) from the 
card. 


Erase the previous 
entry. Enter the 
status code and, 
if provided, the 
EDD from the card. 


Erase the previous 
entry. Enter 

the DIC, the date 

of shipment or 

the estimated shipment 
Gate (ESD), and the 
quantity from the 
status card. 


Erase the previous 
entry, as appropriate. 
Enter the DIC, the 
date of shipment or. 
the ESD, and the 
quantity from the 
status card. 


Erase the old entry. 


"1" in response 


to the occurrences of particular conditions. 
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Figure 2-7 explains what actions to take and what entries to make in column 
"m" in response to the occurrences of such conditions. 


CONDITION ACTION/ENTRY 


Partial quantity is Enter the Julian date 
received. of receipt in pencil. 


Final action is Enter the Julian date. 
completed. 


Cancellation or Enter the status code 

rejection status is and the Julian date 

received. of the cancellation 
or rejection 
verification. 


Request documents are Enter the "CXL" and 
canceled prior to the Julian date. 
forwarding to the SSA. 


Documents other than Enter "CXL" and 
request for issue are the Julian date. 
canceled. 


Adjustment documents Enter the Julian date. 
(AR 735-5) or AARs 

are posted to the property 

records or the release 

document is initialed by 

the survey officer for the 

damaged property. 


Figure 2-7. Entries to column "m" in response 
to the occurrences of particular conditions. 


Unless otherwise stated, make all entries in ink or by typewriter. Make 
corrections by drawing a line through the incorrect entry and entering your 
correction above the incorrect entry. As stated previously, document 
registers are kept by calendar year or FY. When you close out document 
registers at the end of the year, enter the statement "CLOSED OUT." Also 
enter the current date and have the individual who performs the posting sign 
on the next available line following the last document entry in the 
register. Use the procedures in DA Pamphlet 25-400-2 or AR 25-400-2 for 
filing and extracting document registers. 
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Figure 2-8 explains what actions to take and what entries to make in column 
"n" in response to the occurrences of such conditions. 


You may use block "n" to record the document number that is assigned to a 
reorder when an item is canceled and then requested again. This ensures 
continuity with customers during the reconciliation process. 


ACTION/ENTRY 


Cancellation or rejection Make partial 
status is received for quantity received 
part of the quantity in column "3" (a 
requested. permanent entry 
when the action 

is completed). 
Enter the status 
code, the quantity 
canceled, and the 
Julian date of the 
cancellation or 
verification. 


CONDITION 


AF1 or AT follow-up is Erase the entry in 

submitted. column i. Enter 
AF1 or the appropriate 
AT DIC and the Julian 

date (pencil 

entries). 


Request for transportation Erase the entry in 
is submitted. column "1." Enter 
T 1 and the Julian 
date (pencil 
entries). 


Update the entries for 
for which the 
modification is 
requested. Enter 

AM and the Julian date 
(pencil entries). 


Request modifier is 
submitted. 


Request for cancellation Enter ACl and the Julian 
for total due-in quantity date (pencil 
is submitted. entries). 


Figure 2-8. Entries to column "n" in response 
to the occurrences of particular conditions. 
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CONDITION ACTION/ENTRY 


Request for cancellation Enter AC1, the quantity 

for part of due-in quantity to be canceled, 

is submitted. and the Julian date 
(pencil entries). 


Follow-up on a cancellation Erase ACl and the Julian 
request is submitted. date in column "n." 
Enter AKli and the Julian 
date (pencil 
entries). 


Figure 2-8. Entries to column "n" in response 
to the occurrences of particular conditions (continued) 


Erase pencil entries in column "n" on your receipt of a reply to the 
document that you submitted. 


k. Completion Instructions, DA Form 581. Refer to Figure 2-9 for a 
sample of a completed DA Form 581. 


Use the following procedures to complete DA Form 581: 


(1) Block 1 ("Issue"). Check the "ISSUE" block, as shown in Figure 
2-9 continued. 


(2) Block 2 ("Turn-In"). Leave this block blank. 


(3) Block 3 ("DOCUMENT NO"). Enter the unit document number from 
the expendable document register. The unit document number consists of the 
following: 


(@) DODAAC. 
O Julian date. 
fe) Serial number. 


For example, "WK4ABC-9121-0009" is entered in block 3 of the sample DA Form 
581 that is shown in Figure 2-9. 


(4) Block 4. Block 4 is for local use. 


(5) Block 5 ("PAGE"). Enter the total number of DA Forms 581 and 
DA Forms 581-1 (Request for Issue and Turn-In of Ammunition [Continuation 
Sheet]) with this document number. For an example of this entry, refer to 
Figure 2-9. 
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Figure 2-9. 


Sample of a completed DA Form 581 


QM3519 


-23 


(6) Block 6 ("DOCUMENT SERIAL NUMBER"). Block 6 is not applicable 
to the completion of DA Form 518 as a request for issue. 


(7) Block 7 ("SEND TO"). Enter the name and the address of the 
supporting ammunition supply point (ASP). For example, "ASP, Ft Knox, KY" 
is entered in block 7 of the sample DA Form 518 that is shown in Figure 2-9. 


(8) Block 8 ("REQUEST FROM"). Enter the name, the address, and the 
UIC of the using unit. For example, "1-505th Arty Bn, Ft Knox, KY" is 
entered in block 8 of the sample DA Form 518 that is shown in Figure 2-9. 


(9) Block 9 ("DATE MATERIEL REQUIRED"). Enter the appointment date 
and the time at the ASP. For example, "30 May 89, 1400 hr" is entered in 
block 9 of the sample DA Form 518 that is shown in Figure 2-9. 


(10) Block 10 ("PRIORITY"). Leave block 10 blank. 


(11) Block 11 ("ALLOCATION PERIOD"). Enter the allocation period as 
indicated on the using unit's forecast. For example, "Third Quarter" is 
entered in block 11 of the sample DA Form 518 that is shown in Figure 2-9. 


(12) Block 12 ("DODAAC"). Enter the using unit's DODAAC. For 
example, "WK4ABC" is entered in block 11 of the sample DA Form 518 that is 
shown in Figure 2-9. 


(13) Block 13a ("REQUESTED BY"). Enter the name of the authorized 
requester, as indicated by the using unit's DA Form 1687 (Notice of 
Delegation of Authority-Receipt for Supplies). For example, "James R. 
Smith, CPT, IN, S4" is entered in block 13a of the sample DA Form 581 shown 
in Figure 2-9. 


(14) Block 13b ("DATE"). Enter the Julian date of the request. For 
example, "9121" is entered in block 13b of the sample DA Form 581 shown in 
Figure 2-9. 


(15) Block 13c ("SIGNATURE"). The authorized requestor, as 
indicated on the using unit's DA Form 1687, signs his name in this block. 


(16) Block 14a ("APPROVED BY"). Enter the name of the authorized 
approving authority. Depending on the type of the organization, the 
approving officer may be an S4, a division ammunition officer, or another 
authority. For example, "James E. Dean, CPT, OD, DOA" is entered in block 
14a of the sample DA Form 581 shown in Figure 2-9. 
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(17) Block 14b ("DATE"). Enter the Julian date that the request is 
approved. For example, "9121" is entered in block 14b of the sample DA Form 
581 shown in Figure 2-9. 


(18) Block 14c ("SIGNATURE"). The authorized approving authority 
signs his name in this block. 


(19) Column 15 ("ITEM"). Enter the item number. Refer to Figure 2- 
9 for examples of this entry. 


(20) Column 16 ("Department of Defense Identification Code 
[DODIC"]). Enter the DODIC. For examples of this entry, refer to Figure 2- 
9. 


(21) Column 17 ("National Stock Number"). Enter the national stock 
number (NSN). For examples of this entry, refer to Figure 2-9. 


(22) Column 18 ("NOMENCLATURE"). Enter the nomenclature of the 
item. Enter the words "last item" after the last entry. Figure 2-9 shows 
examples of this entry. 


(23) Column 19 (UNIT OF ISSUE). Enter the UI. In Figure 2-9, "ea" 
is entered as the UI. 


(24) Column 20 ("QUANTITY REQUESTED/TURNED IN"). Enter the quantity 
that is requested. For examples of this entry, refer to Figure 2-9. 


(25) Column 21 (Training Event Code). Enter the training event code 
(TEC). Refer to the extracts of DA Pamphlet 710-2-1, Appendix K, in 
Appendix B at the end of this subcourse for a list of TECs. Refer to Figure 
2-9 for examples of this entry. 


(26) Column 22 ("ACTION CODE"). Enter one of the following codes. 


NIS (not in stock). 

TAR (training assets return). 
TIR (turn-in residue). 

IBL (initial basic load). 

BLR (basic load receipt). 

RBL (rotate basic load). 

NTI (normal turn-in combat). 


OoOo0o0o00 0 


(27) Columns 22 through 27. Leave these columns blank. 
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(28) Block 28 ("REMARKS"). Enter the following statements, as 
applicable: 


0 "The quantities requested are within training authorization." 
(Training only.) 

) "The vehicle listed below passed the safety inspection that is 
required by DD Form 626 (Motor Vehicle Inspection) for 
transporting hazardous material." 


0) "Expenditures are within authorized available supply rates." 
(Nontraining. ) 


0 "The items requested are required for immediate expenditure 
within authorized allowances." (Nontraining. ) 


fe) "The items requested are required to replenish the basic load." 
(Nontraining. ) 


fe) "The training dates are through “s 
(Training only.) 


fe) "The items requested are to be used for overhead fire." 
(Training only and as required. ) 


Refer to Figure 2-9 for a sample entry. 


(29) Block 29 ("RELATED DOCUMENT SERIAL NUMBERS"). List all 
supporting DA Forms 581 and all supporting DA Forms 581-1. 


(30) Blocks 31 and 32. Leave these blocks blank. 


(31) Block 33 ("Training Ammunition Management Information System 
CONTROL NO"). Leave this block blank. 


NOTE: Use DA Form 581 to request all ammunition. This 
includes ammunition for training, basic loads, and 
operational loads. 


3. Check the Due-In Status. 


Keep a due-in status file for each document register. Use this file to hold 
status cards on unfilled supply requests. Place duplicates or carbon copies 
of requests in this file. 


NOTE: Maintain a copy of the original request in the file. This 
may be a duplicate that the supporting DSU 
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provides with the initial status "BB" which acknowledges the receipt of the 
request. 


When you receive status cards, process them according to Figure 2-4. File 
the status cards in document number sequence. File the card in front of the 
other documents that are related to the request. Units that have access to 
automated status files through the use of a STAMIS are not required to post 
routine status. Routine status is defined as "BA," "BB," and "BM." 


Destroy the status cards from the file when the total quantity due-in is 
received, canceled, or rejected. Also destroy the cancellation or the 
rejection status cards for requests from the expendable-durable document 
register. File cancellation or rejection status cards for requests from the 
nonexpendable document register in the document file. Before filing, mark 
the card "canceled," enter the Julian date, and initial it. 


4. Inspect the Property Book. 


Property book accounting includes keeping accurate records of certain types 
of property that are authorized in a unit. Organizations and activities 
that use an automated property book accounting system are not required to 
keep manual records that duplicate information that is available from the 
automated system. Such information includes the property book document 
register and the due-in suspense file. 


The existence of a parent organizations UIC is the authority to have a 
property book. Establish property book records for the listed property 
described below when it is authorized or on hand. 


a. Property Listed in Modified and Joint Tables of Allowances. Account 
for all property listed in the "REQUIRED" column or the "AUTHORIZED" column 
of the modification table of allowances (MTOE) table of distribution and 
allowances (TDA). This property includes property listed in TDA, Section 
III, as supplement items. Also account for all property listed in the joint 
table of allowances (JTA) when the Army has responsibility for the JTA 
units' supply functions. 


b. Nonexpendable Property. Account for all nonexpendable property that 
is on hand or on request that appears in the following list (other than 
nonexpendable components of end items that are controlled by use of 
components list [CLs]): 


fe) Property in Common Table of Allowances (CTA) 50-900 (Clothing 
and Individual Equipment). Exception are insignias and initial 
and supporting issue clothing issued according to AR 700-4 
(Logistics Assistance Program) for active Army (AA) 
organizations. 


2297 QM3519 


fe) On hand systems furniture authorized by AR 71-13 (The Department 
of the Army Equipment Authorization and Usage Program) and on- 
hand furniture and other property authorized by CTA 50-909 
(Field and Garrison Furnishings and Equipment) with a dollar 
value greater than $300. This does not include ammunition 
except ammunition that you expect to expend within five days. 


c. Conditional Gifts (Tangible Property). Account for all conditional 
gifts of tangible property that are authorized and accepted according to AR 
1-100 (Gifts and Donations). This does not apply to similar property that 
is accounted for according to nonappropriated fund procedures. 


d. Nonexpendable Medical Equipment. Account for nonexpendable medical 
equipment that is on hand or on order when it is authorized by AR 40-61 
(Medical Logistics Policies and Procedures) and it need not be type 
classified. 


e. Nonexpendable Research, Development, Test, and Evaluation Equipment. 
Account for nonexpendable research, development, test, and evaluation 
property that is on hand or on request and is authorized by AR 70-6 
(Management of the Research, Development, Test, and Evaluation Army 
Appropriation). 


f. Organizational Equipment. Account for the following organizational 
equipment that is authorized by AR 840-10 (Flags, Guidons, Streamers, 
Tabards, and Automobile and Aircraft Plates): 


O Colors. 

fe) National flags (except grave decorations and automobile flags). 
fe) Foreign flags. 

fe) State flags. 

O Positional colors. 

fe) Distinguishing flags. 

fe) Award streamers. 

fe) Guidons. 

) Tabards. 


Special Tools and Test Equipment. Account for special tools and 
equipment that are on hand and are required to be type 
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classified separately. Also account for special tools and equipment that 
are on hand and are required for the operation of an end item authorized by 
MTOE, TDA, JTA, or CTA. In addition, account for special tools and 
equipment that are listed in a TM. 


h. Equipment Approved in Headquarters. Department of the Army Interim 
Authorizations. Account for nonexpendable property included in HQDA- 
approved interim authorizations. 


i. Rental or Lease Property. Account for property that is on hand and 
was obtained through rental contracts. Also account for property on hand 
and was obtained through lease contracts. This does not apply to rental or 
leased property, other than automatic data processing equipment (ADPE) and 
word processing equipment (WPE) property, obtained for temporary 
requirements of six or fewer months. (Refer to AR 71-13 [The Department of 
the Army Equipment Authorization and Usage Program]. ) 


j. Class I or Class V Basic Loads. Account for Class I basic loads 
that are on hand or on request. Also account for Class V basic loads that 
are on hand or on request. 


k. Nonexpendable Components. Account for nonexpendable components that 
are on hand when only the component is required. This applies only to HQDA- 
approved schools and training centers. 


1. Request Books. Account for request books that are on hand or on 
request when they have a unit value of $100 or more. Request books are not 
controlled by libraries that are established by AR 735-17 (Accounting for 
Library Materials). 


m. Unauthorized Nonexpendable Property. Account for nonexpendable 
property that is on hand and is no longer authorized partially. Also 
account for nonexpendable property that is on hand and is no longer 
authorized totally. 


n. Historically Significant Items. Account for historically 
Significant items that are not catalogued as historical properties. Account 
for historical properties according to AR 870-20 (Museums and Historical 
Artifacts). 


o. Commissary Store Nonexpendable Property. Account for commissary 
store nonexpendable property. This property is authorized by one of the 
following sections of the commissary equipment authorization schedule 
(CEAS), Supply Bulletin (SB) 725-10 (Equipment and Operating Supplies for 
Army Commissary Stores): 


O Commissary TDA Section III. 
O Commissary TDA Section III supplement. 
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p. Property Substitute Items. Account for substitutes for property 
that is on hand and is authorized for any of the properties or items in the 
previous subparagraphs of paragraph 4. Also account for substitutes for 
property that is on request and is authorized for any of the properties or 
items in the previous subparagraphs of paragraph 4. 


q. US Government National Credit Cards and Aviation Fuel. Account for 
US government national credit cards that are on hand or on request. Also 
account for aviation fuel (AVFUELS) identaplates that are on order or on 
request. 


r. Negotiable Media. Account for toll scrip, tokens, and bridge 
tickets that are on hand or on request. Also account for similar negotiable 
media that are authorized by AR 55-29 (Military Convoy Operations in CONUS). 


s. Vendor-Installed and Direct-Delivered Equipment. Account for 
vendor-installed nonexpendable equipment that is on hand or on request. 
Also account for nonexpendable equipment that -is on hand or on request and 
is delivered directly to the user. 


t. Information Management Processing Equipment. Account for the 
Information Management Processing Equipment (IMPE) that is on hand. Also 
account for leased IMPE. 


u. Nonexpendable Property Requested and Used by Other Services or 
Government Agencies. Account for all nonexpendable property that is 
requested and received by an Army unit or activity specifically for use by 
another military service or another government agency. (The Army retains 
accountability.) At the conclusion of the operation for which the materiel 
was obtained, the Army unit that maintains accountability disposes of the 
equipment. 


v. Commercial or Fabricated Items. Account for all commercial items 
that are on hand and are similar to the items that are coded "N" in the Army 
Master Data File (AMDF). Also account for all fabricated items that are on 
hand and are similar to the items that are coded "N" in the AMDF. 


w. Other Property. Account for any other property as determined by the 
commander. Also account for any other property as determined by the PBO. 


5. Establish Property Book System. 


The property book account is a formal set of property book records that is 
maintained at the user level. Use it to record and account for all 
nonexpendable and other specially designated property issued to that 
activity. 
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Establish a property book account for each activity that has an assigned 
parent organization and a UIC. 


Each property book account is managed by a formally appointed PBO. PBOs are 
accountable officers within the context of AR 735-5. 


a. Contents. For property book purposes, there are two types of 
property: organization and installation. Refer to the following 
subparagraphs for details. 


(1) Organization Property. Organization property is authorized to 
MTOE or to deployable and mobilization TDA units by their authorization 
documents. For MTOE units, US Army Information Systems Command (USAISC) and 
US Army Intelligence and Security Command (INSCOM) TDA activities, the items 
below also are organization property. 


fe) Organizational clothing and individual equipment (OCIE) in 
CTA 50-900, table 4, for AA organizations. 


fe) Items that are identified as deployable by CTA 5-909, 
appendix C. 


fe) Items in AR 840-10. 

fe) Special tools and test equipment. 

fe) Basic loads. 

0) Books. 

0 Controlled cryptographic items (CCIs). 


0 Items that are authorized by the Section II supplement of 
the deployable and mobilization TDA. 


(2) Installation Property. All other property, regardless of how 
it is authorized, that is not listed in the previous subparagraph is 
installation property. Account for it accordingly. Generally, 
Organizations do not take installation property with them to the field or 
upon a change of station. However, MACOMs will grant individual exceptions. 


Account for the following property on property books: 
fe) All property that is listed in the "REQUIRED" or the 


"AUTHORIZED" column of the MTOE TDA (to include TDA Section 
III, supplement items). 
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O JTA (when the Army has the responsibility for the JTA units 
supply function). 


b. Organization. Property books are maintained at various command 
levels. Refer to the following subparagraphs for details. 


(1) Modification Table of Allowances and Deployable Table of 
Distribution and Allowances Activities. For MTOE and deployable TDA 
activities, organize property books as follows: MTOE units and deployable 
TDA activities (US Army Criminal Investigation Command [USACIDC], USAISC, 
and INSCOM) organize their property books so that organization and 
installation property is kept by separate sections. Although not required, 
you may also keep a separate section for each type of organization property- 
for example, OCIE and basic loads. For procedures on maintaining the OCIE 
section of the property book, refer to DA Pamphlet 710-2-1, paragraph 10-5. 


(2) Other Activities and Joint Table of Allowances Units. Other 
activities and JTA units combine all property in one section or maintain 
separate sections by type of authorization document. 


(3) All Units and Activities. Organize property books so that 
Organization property and installation property are kept separately. A 
separate section is also kept for each type of organization property (OCIE 
and basic loads). All units and activities are required to keep a separate 
classified section when the property description or the quantity is 
classified. Safeguard the classified section as directed by security 
regulations. 


Select one of the following methods to file property book pages within each 
section: 


0) LIN sequence. 

) NSN sequence. 

0 National item identification number (NIIN) sequence. 

O Alphabetical sequence. 

O A combination of LIN sequence, NSN sequence, NIIN sequence, 
and alphabetical sequence. For example, if you choose the 
LIN sequence, then file those items that do not have a LIN 


at the rear of the proper section in NSN, NIIN, or 
alphabetical sequence. 
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(4) Parent Unit of Identification Code Level. The parent UIC level 
establishes and maintains a property book for any subordinate TDA activity 
that is not supported by a consolidated installation property book. The 
MACOM, continental United States Army (CONUSA), or the Chief of the National 
Guard Bureau (CNGB) may authorize that property books be kept at other than 
the parent UIC level. All the parent unit responsibilities become the 
responsibilities of the subordinate unit. For a list of parent unit 
responsibilities, refer to the extracts of AR 710-2, table B-3, in Appendix 
B at the end of this subcourse. 


(a) United States Army Reserve Levels. The USAR requirements 
regarding the establishment and maintenance of the property book are as 
follows: 


0 The commander of the organization or the activity for 
which the property book exists is the accountable 
officer and he has command responsibility. The 
commander has the authority to appoint a PBO. The 
appointed PBO becomes the accountable officer. (Refer 
to subparagraph 5d of this lesson.) 


fe) When the property book is managed at the battalion 
level, the group level, or the brigade level, the 
respective commander appoints the PBO. The appointed 
PBO signs the statement in subparagraph 5d of this 
lesson. Commanders of subordinate units accept direct 
responsibility for the unit property that is issued on 
primary hand receipts by signature. They are not 
required to sign a responsibility statement for the 
property book. 


(b) Installation or Community and Medical Department Activity 
Levels. Installation or community commanders or medical department activity 
commanders that are organized under AR 40-4 (Army Medical Department 
Facilities/Activities) may establish and maintain consolidated installation 
property books. These property books may not contain organization property. 
They may however, contain installation property for both MTOE units and TDA 
activities. Property books may be arranged separately by an activity that 
is designated to manage a specific category of property (for example, food 
service property). 


(5) Below Parent Unit Identification Code Level. When a property 
book is established below the parent UIC level, ensure that a separate 
DODAAC is obtained and a derivative UIC is 
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assigned for each property book established. Prepare requests for 
additional DODAACs and DODAAC/UIC cross-reference per AR 725-50 
(Requisitioning, Receipt, and Issue System). Prepare requests for a 
derivative UIC or changes to an existing UIC per AR 310-49 (The Army 
Authorization Documents System [TAADS]). 


c. Property Officer Appointment. A PBO is appointed for each property 
book. The PBO is an accountable officer. Persons who appoint PBOs must 
apply the criteria in AR 425-5 (Policies and Procedures for Property 
Accounting) when selecting accountable officers. The accountable officer is 
also directly responsible for all property that is not issued on a hand 
receipt. When the property book is maintained at MTOE unit (company) level, 
the unit commander is the accountable officer. The MTOE commander appoints 
a PBO who then becomes the accountable officer. However, the unit commander 
still maintains command responsibility. When the property book for an MTOE 
Organization is maintained above the unit level, the MTOE unit commander is 
a primary HRH, who has direct responsibility for the items that are listed 
on the hand receipt. 


The PBO is appointed in writing. If the commander elects to retain the 
function of the accountable officer, the assumption of command orders are 
adequate. The appointing memorandum identifies the property book by UIC. 
Upon change of the appointing authority, if the same PBO is to continue, 
that individual is reappointed by the new appointing authority. 


The state adjutant general (AG) is the property book appointing authority 
for all Army National Guard (ARNG) units and activities. The state AG may 
delegate this authority to the division level, the brigade level, the group 
level, or the battalion level. Property books are not established for the 
office of AA advisors to the ARNG. These offices are supported by a hand 
receipt account from the unit of attachment. 


The installation commander appoints PBOs for consolidated installation 
property books. Commanders of TDA activities appoint PBOs for their 
activities. Responsibility is assigned as follows: 


) The commander has command responsibility for property. He may 
designate persons to be primary (PHRHsS) and to have direct 
responsibility for property that is authorized by TDA. An HRH 
is an activity chief who fills a paragraph level or a 
subparagraph level in the TDA. 
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0 When a consolidated property book is established, responsibility 
for issued property is assigned to commanders of supported MTOE 
units and to the designated PHRHsS within the supported TDA 
activities. 


d. Property Book Officer's Responsibility Statement. The individual 
who assumes accountability signs a statement of responsibility after the 
change-of-accountability inventory and the corrective actions that are 
required by the inventory are accomplished. (Refer to the extracts of AR 
710-2, table 2-1, in Appendix B at the end of this subcourse.) The signed 
statement, which is filed with the property book, is as follows: "By 
authority of [indicate the appointing document or the assumption of command 
order and date], I hereby assume property book accountability for the 
property in the quantity shown on each record of this property book file. I 
further assume direct responsibility for property not issued on hand 
receipt. (Signature and Date] [Signature Block of the Property Book 
Officer]" 


e. Quarters Furnishings at Army National Guard Training Sites. 
Quarters furnishings at ARNG training sites are accounted for in a separate 
section of the same property book that has the TDA property for the training 
site. This requirement is found in AR 710-2. 


f. Property Book Data. The following four types of data are 
recorded on property book records: 


(1) Authorization. Data taken from the authorization document. 
The data identifies the item that is required and is authorized. When an 
authorization is established by the use of a basis of issue (BOI), ensure 
that the total quantity that is authorized is used. ROTC units maintain a 
current personnel roster to support the total quantity. 


(2) Identification Data. Data used to identify the item. 


(3) Accounting Data. Data that reflects the quantity that is on 
hand and the transactions that change the quantity. 


(4) Management Data. Data used by the PBO to manage the property. 
For basic loads, ,include the following information: 


Location and due-in information. 

Date of pack. 

Lot number and serial number. 

Shelf life suspense dates. 

Suspension notices and contract number. 


OoOo0o0°0 


2-35 QM3519 


Enter the lot number and the quantity on hand of each item that has a lot 
number. Examples of such items are ammunition and protective masks. 


g. Property Book Records. There are three types of property book 
records. Refer to the following paragraphs for details: 


(1) Basic. The basic property book record must contain all four 
types of data when a single line item is authorized and on hand. When an 
authorized line is on request, but is not on hand, maintain a basic property 
book record with authorization and management data. The basic property book 
record contains only authorization data when more than one make, model, or 
substitute item is on hand relative to a single line item authorization. 


(2) Supplemental. The supplemental property book record contains 
the identification, the accounting, and the management data under the 
following conditions: 


fe) When accounting for components of medical assemblages. 


O When more than one make or model or a substitute item is on 
hand relative to a single line item authorization. 


(3) Serial Number. The serial number property book record contains 
the serial numbers of items that require accounting by serial number. Items 
that are recorded in the property book and that meet any of the following 
conditions require serial number accounting: 


fe) Items with a US Army registration number. The registration 
number is recorded as the serial number. 


O Items that are listed in the AMDF with a controlled 
inventory item code (CIIC)(formerly SEC) other than "U" or 
is blank and have serial numbers. This also applies to 
Similar commercial items that are not listed in the AMDF. 


0 IMPE and external peripheral components (except keyboards 
and Tier III items (less CCI). 


0 Items that the PBO determines to be pilferable, whether or 
not they are listed in the AMDF or have a CIIC. 
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Class V items. Post the lot numbers and the serial 
numbers. 


h. Property Book Records Elements. The property book records contain 


essential data elements. These elements are the property book, supplemental 
record, and the serial and registration number record. 


The property book and supplemental record contains the following 


information: 


ooo0o0o0o0o0o0o0o0o0o0o0o0o0o0o 0 00 0 00 00000 


Date posted. 

Document number. 

Quantity received. 

Quantity turned in. 

Balance. 

Balance brought forward. 

Balance carried forward. 

UIC. 

Authority. 

NSN. 

UI. 

LIN. 

Equipment readiness code (ERC). 
Required allowance (ALW)(for MTOE and TDA only). 
Authorized ALW. 

RICC. 

Logistics control code (LCC). 
CIIC. 

Equipment category code (ECC). 
Item description. 

Publication data. 

Location. 

Quantity authorized, by location. 
Quantity on hand. 

Document number. 

Quantity due-in. 

Special requirements code (SRC). 
Acquisition cost. 


NOTE: The acquisition cost is the price that is 
stated on the receipt documentation. 


The supplemental record and the serial and registration number record 
contains the following information: 


O 


O 


Serial and registration numbers. 


Lot number (for Class V, protective masks, and other items 
that require lot numbers). 
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fe) Location. 
O UIC. 
O NSN. 
0) Item description. 
i. Property Book Pages. Use two forms for property book accounting. 
One is DA Form 3328 (Figure 2-10). Refer to this record as the property 


book page. The other is DA Form 3328-1. Refer to this record as the serial 
number page. 


(1) Property Record, DA Form 3328. The property book page is a 
two-sided form. 


Obtain the data that you record on the property book pages from the 
following sources: 


) Property authorization documents. 


fe) SB 700-20 (Army Adopted/Other Items Selected for 
Authorization/List of Reportable Items). 


O AMDF . 


fe) AR 700-138 (Army Logistics Readiness and Sustainability), 
Appendix B. 


0 DA Pam 25-30 (Consolidated Index of Army Publications and 
Blank Forms). 


O DA Form 581. 
Record the following types of data on this form. 


(a) Accounting Data. These data show the quantity on hand and 
the transactions that change the quantity. 


After you prepare the property book page, it is ready for the posting of 
transactions. Post supply documents that affect the quantity on hand. Post 
the transactions to the front of the page. Make the postings as the 
transactions occur. Make all entries in ink or by typewriter. Post supply 
transactions to make or model pages only. Post the transactions as shown in 
Figure 2-11 and as explained in this subparagraph. Either the PBO or his 
designated representative makes the postings. The PBO is responsible for 
controlling access to the property book. 
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PROPERTY RECORD 


For use of this form, cea OA PAM 7 10-2-1; the proponent egency le OCSLOG. 


QUANTITY | QUANTITY 
RECEIVED TURN 


Figure 2-11. Example of a posting transaction to the front 
of the property book page 


(b) Management Data. These data are used by the PBO to manage 
the property. They include the location of the property and the due-in 
information. Post it on the back of the form. 


Use the following procedures to post management data: 


O For the "LOCATION" column, enter each hand receipt file 
number to which the item has been issued or has the 
item due in. For family quarters furnishings, you may 
enter the word "ISSUED" as the location. For items 
that are not issued on hand receipts, enter their 
locations. 


fe) For the "QUANTITY AUTHORIZED" column, enter the total 
quantity authorized for each hand receipt or location. 
This entry is not required on each separate page of 
makes or models. Make sure that the basic page 
includes the authorized column for the entire LIN by 
hand receipt number. For family quarters furnishings, 
you may leave this column blank. 
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fe) For the "QUANTITY ON-HAND" column, enter the total 
quantity issued on each hand receipt or location. For 
basic pages, this entry may be the grand total for all 
the makes or models that are issued to each hand 
receipt or location. 


O For the "DOCUMENT NUMBER" column, enter the document 
number for due-in items, by location. Leave this 
column blank if nothing is due in to that location. 
This information is not required on make or model 
pages. 


O For the "QUANTITY DUE-IN" column, enter the quantity 
that is due in, by each hand receipt or location. For 
basic pages, this entry may be the grand total of all 
the makes or models that are due in on each hand 
receipt or location. Leave this column blank if 
nothing is due in to that location. 


fe) For the "REMARKS" block, record any other data that is 
needed. The following entries are examples: For 
ammunition, enter the quantity by lot number and 
suspension notices. For Class I basic loads, enter the 
lot number and the inspection test date. For 
protective masks, enter the lot number and the quantity 
on hand for each lot. For deleted, inactive, obsolete, 
or terminal NSN or LIN, enter the reason that the item 
is still retained on hand. 


When you use substitute pages, leave the "QUANTITY AUTH" block in the 
management data blank. The total in the "QUANTITY O/H" will be the same as 
the "BALANCE" on the last transaction line in the "ACCOUNTING DATA." 


(c) Serial Number Pages. Serial number pages are discussed in 
subparagraph 5t of this lesson. Refer to that subparagraph for details. 


j. Preparation. Prepare DA Form 3328 for all the property shown in 
paragraph 4 of this lesson. Refer to subparagraph 5t of this lesson for 
instructions on how to prepare and maintain OCIE property books. The 
instructions in subparagraph 51(1)(a) and (b) of this lesson and the 
following guidelines apply: 


fe) Make all entries in ink or by typewriter unless otherwise 
stated. 
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fe) When two or more NSNs (makes, models, or sizes) are on hand 

against a single LIN authorization, the following applies: 
Prepare a "basic page." Leave the "UI" the "STOCK 

NUMBER", the logistics control code (LCC), the CIIC (formerly, 
the SEC), the "DATE POSTED", the "BALANCE," and the "PUBLICATION 
DATA" blocks blank. Do not include the make or the model in the 
"ITEM DESCRIPTION" block. An example of a basic page is shown 
in Figure 2-12. 


fe) Prepare a separate page for each of the makes or models. Leave 
the "AUTHORITY, REQUIRED, ALW" and the "AUTHORIZED ALW" blocks 
blank. File these pages immediately behind the basic page in 
NIIN sequence. An example of a make or model page is shown in 
Figure 2-13. Include the end item code (EIC) of the item in the 
"ITEM DESCRIPTION" block. You can find an EIC for each end item 
NSN listed in the AMDF. 


When only one make or model of an LIN is on hand, only one DA Form 3328 is 
required. This page shows all the data that are entered on the make or 
model page. An example of a page showing one make or model on hand is shown 
in Figure 2-14. Make sure that the "ITEM DESCRIPTION" block includes the 
EIC of the item. You can find an EIC for each end item NSN listed in the 
AMDF. 


When two or more makes or models with the same NSN are on hand against a 
Single LIN authorization, only one DA Form 3328 is required. 


When an authorized line is on request, but not on hand, prepare a basic 
page. Record authorization and management data. Add any remaining data 
when you receive the item. 


When an authorized item has multiple ERCs, leave the ERC block blank on the 
front of the form to indicate that the item has multiple ERCs. In the 
"REMARKS' block on the back, list the ERCs and the individual quantities for 
each. 
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Figure 2-12. Example of a property book basic page 
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Figure 2-13. Example of a make or model page 
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k. Corrections and Minor Adjustments. When you make a correction, draw 
a single line through the mistake. Make sure that the mistake can still be 
read. 


(1) Corrections. The following subparagraphs describe how to make 
corrections to property book entries. Refer to these subparagraphs for 
details. 


(a) Mistakes That do not Affect the Balance Column. When you 
find a mistake that does not affect the balance column, line it out. Make 
the correct entry either above the mistake or in the correct column: Use 
this method to correct obvious mistakes in the NSN or document numbers. 
Transposing numbers or an error in one or two digits of a number are 
considered obvious mistakes. Miscopying a number from the issue document is 
considered an obvious mistake. Figure 2-15 shows how to correct a mistake 
that does not affect the balance. Figure 2-16 shows how to correct an error 
that is made in posting the wrong document number. 


(b) Mistakes That Affect the Balance Column. When you find a 
posting mistake in the "BALANCE" column, line out the error. Enter "CORR" 
in the unused column of the line having the mistake. Make a correcting 
entry on the next available line. This entry consists of the current date, 
the original document number, and the adjusted balance. Enter "CORR" in any 
unused column of the line with the correcting entry. Figure 2-17 shows how 
to correct a mistake when the balance is affected. 


(c) Postings Made to the Wrong Page. When a posting is made to 
the wrong page, the "BALANCE" column is affected. Make the correction by 
lining out the error. Enter "CORR" in the unused column of the line having 
the mistake. Make a correcting entry on the next available line. This 
entry consists of the current date, the original document number, and the 
adjusted balance. Enter "CORR" in any unused column of the line with the 
correcting entry. After you make the correction, post the document to the 
correct page. Line out the original "POSTED DATE" on the document, and 
initial the change. Enter the new "POSTED DATE." 
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PROPERTY RECORD 
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Figure 2-17. Sample of an error correction when the balance is 
affected and when a serial number is posted using DA Form 4949 


(2) Minor Adjustments. Accomplish minor property book adjustments 
that do no affect the on-hand balance by using the AAR. These adjustments 
are authorized only when there is no actual gain or loss of government 
property. Use the AAR to account for obvious changes or errors in serial 
numbers. For example, use an AAR to correct such errors as transposing 
numbers, miscopying a number from an issue document, or exchanging 
components. Enter a brief explanation on the back. Cite the "AUTHORITY" 
block in this paragraph. Change "CHANGE STOCK NO." to read "Change Serial 
No." Approval of the form is the call of the commander or the PBO. If 
there is a possibility of a substitution or the item is a sensitive item, 
initiate an investigation per AR 735-5. For adjustments to line items that 
are reportable under CBS-X, forward a copy of the AAR to the CCA. The 
following are essential data elements: 


O Organization or activity. 

0) Document number. 

O Item number (change from-change to). 
f°) NSN and LIN. 

0 Item description and RICC. 


fe) ARC. 
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O UI. 

O Quantity. 
O Authority. 
6) Reason. 


0) Initiating officer's signature and date (for consumption 
only). 


O PBO's signature and the date. 


The following subparagraphs explain how to make minor adjustments concerning 
discrepancies in makes, models, and sizes. Refer to the following 
subparagraphs for details. 


(a) Discrepancies in Makes, Models. or Sizes. When the stock 
number listed on the property book differs from the stock number on hand and 
the difference is within makes, models, or sizes, correct the records. This 
method is authorized only when there has not been actual gain or loss of 
government property. Do not use the AAR to correct errors in serial numbers 
if there is a possibility of a substitution or the item is a sensitive item. 
Refer to subparagraph 5t(2) of this lesson for these procedures. The 
quantity that is being picked up and the quantity that is being dropped off 
must be the same. Use the following correction procedures. Prepare DA Form 
4949 (Administrative Adjustment Report (AAR]) like the example that is shown 
in Figure 2-18. This example is for a size correction. Prepare the AAR in 
enough copies to meet local needs. 


Enter the following information: 
fe) Name of the unit in the "ORGANIZATION/ACTIVITY" block. 


0 Data for the incorrectly recorded item in the columns 
of the "CHANGE FROM" section. 


fe) Data for the item on hand in the columns of the "CHANGE 
TO" sections. 


) AR 710-2 in the "AUTHORITY" block. 
O "X" in the "ADJUST ITEM" block. 
The PBO signs and dates the AAR. Assign a document number to the AAR. 


Prepare DA Forms 3328 and 3328-1 for the "CHANGE TO" item if a page does not 
exist. 
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Figure 2-18. Sample of administrative adjustment report 
prepared to correct discrepancies within sizes 
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Post the AAR to the property book as follows: 


fe) Post the "CHANGE FROM QUANTITY" to DA Form 3328 for the 
"CHANGE FROM" item. Post the "CHANGE FROM QUANTITY" as 
a decrease to the balance on hand. 


fe) Post the "CHANGE TO QUANTITY" to DA Form 3328 for the 
"CHANGE TO" item. Post the "CHANGE TO QUANTITY" as an 
increase to the balance on hand. 


Update the data on the back of DA Form 3328 for the "CHANGE FROM" and the 
"CHANGE TO" items. Post the document register to show the AAR as being 
completed. File the AAR in the supporting document file. For RICC 2 items, 
send a copy of the AAR to the CTS-X CCA. ARNG units send a copy of all AARs 
to the United States Property and Fiscal Office (USPFO). For weapons and 
CCI, report NSN and serial number changes to the Department of Defense Small 
Arms Serialization Program (DODSASP) or the Controlled Cryptographic Item 
Serialization Program (CCISP), as appropriate, according to AR 710-3 (Asset 
Transaction Reporting System). 


(b) National Stock Number Changes. When the DA publishes an 
NSN change for an item on hand, take the following actions: Prepare an AAR 
like the sample that is shown in Figure 2-19. Prepare the AAR in enough 
copies to meet local needs. Enter the following information: 


fe) Name of the unit in the "ORGANIZATION/ACTIVITY" block. 


re) Data for the old NSN item in the columns of the "CHANGE 
FROM" section. Include item serial numbers in the 
"TTEM DESCRIPTION" column. 


e) Data for the new NSN item in the columns of the "CHANGE 
TO" section. Include item serial numbers in the "ITEM 
DESCRIPTION" column. 


fe) Reason for the change in the "AUTHORITY" block. 
Examples of reasons are AMDF, SB 700-20 (Army 
Adopted/Other Items Selected for Authorization/List of 
Reportable Products), and a supply status card with a 
"BG" status code. Include the date of the AMDF or the 
date of SB 700-20. 


fe) "X" in the "CHANGE STOCK NO." block. 
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Figure 2-19. Sample of administrative adjustment report 
prepared to correct changes to an NSN 
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The PBO signs and dates the AAR. Assign a document number to the AAR. 
Prepare DA Forms 3328 and 3328-1 for the new NSN item if necessary. 


Post the AAR to the property book as follows: 


fe) Post the "CHANGE FROM QUANTITY" to DA Form 3328 for the 
old NSN item. Post the "CHANGE FROM QUANTITY" as a 
decrease to the balance on hand. This will bring the 
quantity to a zero balance on DA Form 3328 for the old 
NSN item in the inactive file. 


fe) Post the "CHANGE TO QUANTITY" to the DA Form 3328 for 
the new NSN item. Post the "CHANGE TO QUANTITY" as an 
increase to the balance on hand. 


fe) Update the serial number pages if required. Drawa 
line through the NSN on the serial number page. Enter 
the "CHANGE TO" NSN. File the serial number pages 
behind the "CHANGE TO" property book page. 


Update the proper hand receipts and the hand receipt annexes. Enter the 
management data on the back of DA Form 3328 for the NSN item. Post the 
document number to show the AAR as being completed. File the AAR in the 
supporting document file. For RICC 2 items, send a copy of the AAR to the 
CBS-X CCA. ARNG units send a copy of all AARs to the USPFO. For weapons 
and CCI, report NSN changes to the DODSASP or the CCISP, according to AR 
710-3. 


(c) Change From Accountable to Nonaccountable Requirements. An 
item may be changed from accountable to nonaccountable because of a change 
to a DA publication. For example, when an accountable item is deleted from 
CTA 50-900 and is placed into CTA 50-970 (Expendable Durable Items [Except: 
Medical, Class V, Repair Parts, and Heraldic Items]), it becomes 
nonaccountable. The item does not have to be turned in because it is still 
authorized. However, the item will be dropped from property book 
accounting. When an item that is recorded on the property book changes from 
accountable to nonaccountable, take the following actions: Prepare an AAR 
like the example shown in Figure 2-20. Prepare the AAR in enough copies to 
meet local needs. 
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Figure 2-20. Sample of administrative adjustment report 
prepared for accounting requirements change 
(accountable to nonaccountable) 
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Enter the following information: 
fe) Name of the unit in the "ORGANIZATION/ACTIVITY" block. 


O Data for the item that is no longer accountable in the 
columns of the "CHANGE FROM" section. 


fe) "Item changed from accountable to nonaccountable" in 
the "ITEM DESCRIPTION" column of the "CHANGE TO" 
section. 


fe) Reason for the change in the "AUTHORITY" block. An 
example is "Item transferred from CTA 59-900 to CTA 50- 
970." 


fe) "X" in the "CHANGE ACCOUNTING" block. 


The PBO signs and dates the AAR. Assign a document number to the AAR. Post 
the AAR to the property book page for the item. Post the "CHANGE FROM 
QUANTITY" as a decrease to the balance on hand. This will bring the 
quantity to a zero balance. File the property book page in the inactive 
file. Destroy all serial number pages listing the item. Update the proper 
hand receipts and the hand receipt annexes. Post the document register to 
the AAR as being completed. File the AAR in the supporting document file. 
For RICC 2 items, send a copy of the AAR to the CBS-X CCA. ARNG units send 
a copy of all AARs to the USPFO. 


(d) Change From Nonaccountable to Accountable Requirements. 
Items that require property book accounting are listed in paragraph 4 of 
this lesson. An item may be changed from nonaccountable to accountable due 
to changes to a DA publication. When an on-hand item is changed from 
nonaccountable to accountable, take-the following actions: Count the item to 
find the quantity on hand. Prepare an AAR like the example shown in Figure 
2-21. Prepare the AAR in enough copies to meet local 
needs. 


Enter the following information: 


e) Name of the unit in the "ORGANIZATION/ACTIVITY" block. 


fe) "Item changed from nonaccountable to accountable" in 
the "ITEM DESCRIPTION" column of the "CHANGE FROM" 
section. 


e) Data for the new accountable item in the columns of the 
"CHANGE TO" section. 
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fe) Reason for the change in the "AUTHORITY" block. An 
example is "Item Transferred from CTA 50-970 to CTA 50- 
909." 


O “X" in the “CHANGE ACCOUNTING” block. 


The PBO signs and dates the AAR. Assign a document number to the AAR. 
Prepare a property book page for the item. Prepare a serial number page for 
the item if one is needed. Post the AAR to the property book as follows: 


O Post the "CHANGE TO QUANTITY" to the property book page 
for the item. Post the "CHANGE TO" as an increase to 
the balance on hand. 


e) Enter the item serial numbers on the serial number 
page. 


Update the proper hand receipts. Prepare hand receipt annexes if required. 
Enter the management data on the back of the property book page for the 
item. Post the document register to show the AAR as completed, and file the 
AAR in the supporting document file. For RICC 2 items, send a copy of the 
AAR to the CBS-X CCA. ARNG units send a copy of all AARs to the USPFO. 
Request shortages. 


(e) Assembly of an End Item. Some items are requested by 
component but are accounted for as end items. Examples of these item are 
tents and bayonets. Account for these items on receipt of the main item in 
the combination such as canvas for a tent. When the main item in the 
combination is received, do the following: Prepare an AAR as shown in 
Figure 2-22. Prepare the AAR in enough copies to meet local needs. Enter 
the following information: 


0) Name of the unit in the "ORGANIZATION/ACTIVITY" block. 

O Data for each component in the columns of the "CHANGE 
FROM" section. Include the request document number for 
each component in the "ITEM DESCRIPTION" column. 


fe) Data for the end item in the columns of the "CHANGE TO" 
section. 


O AR 710-2 in the "AUTHORITY" block. 


fe) "X" in the "ASSEMBLY" block. 
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Figure 2-21. Sample of administrative adjustment report 
prepared for accounting requirements change 
(nonaccountable to accountable) 
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Figure 2-22. Sample of administrative adjustment report 
prepared to assemble an end item 
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The PBO signs and dates the AAR. Assign a document number to the AAR. Post 
the AAR to the property book page for the item. Post the "CHANGE TO 
QUANTITY" as an increase to the balance on hand. Post the document register 
to show the AAR as being completed. File the AAR in the supporting document 
file. For RICC 2 items, send a copy of the AAR to the CBS-X CCA. ARNG 
units send a copy of all AARs to the USPFO. When the end item is issued to 
the HRH, take the following actions: 


0) Prepare a hand receipt annex if necessary. 
) Update the data on the back of the property book page. 


(f) Disassembly of an End Item. Some items are requested as 
end items but are turned in by component. An example of this type of item 
is cable WD-1/TT and its reel. When all components of the end item are 
turned in, drop the item from accountability. The procedure is as follows: 
Prepare an AAR as shown in Figure 2-23. Prepare the AAR in enough copies to 
meet local needs. 


Enter the following information: 
fe) Name of the unit in the "ORGANIZATION/ACTIVITY" block. 


fe) Data for the end item in the columns of the "CHANGE 
FROM" section. 


) Data for the component in the columns of the "CHANGE 
TO" section. Include the turn-in document number for 
each component in the "ITEM DESCRIPTION" block. 


e) AR 710-2 in the "AUTHORITY" block. 
fe) "X" in the "DISASSEMBLY" block. 


The PBO signs and dates the AAR. Assign a document number to the AAR. Post 
the AAR to the property book for the item. Post the "CHANGE FROM QUANTITY" 
as a decrease to the balance on hand. Update proper hand receipts and hand 
receipt annexes. Update the data on the back of the property book page. 
Post the document register to show the AAR as being completed. File the AAR 
in the supporting document file. For RICC 2 items, send a copy of the AAR 
to the CBS-X CCA. ARNG units send a copy of all AARs to the USPFO. Request 
shortages if a replacement is needed. 
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Figure 2-23. Sample of administrative adjustment report 
prepared to disassemble an end item 
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(g) Consumption of Class I, II, III, or V Basic Loads. When 
Class I, II, III, or V basic load items are consumed, the property records 
must be adjusted. Some items lose their identities through use (detector 
kits and decontamination kits, Federal Supply Class [FSC] 4230) or are 
depleted (basic loads). Use the AAR to adjust the property book records. 
Any other regulatory requirements to record consumption is separate from the 
property book adjustment. 


The responsible officer prepares an AAR like the example shown in Figure 2- 
24, and prepares the AAR in enough copies to meet local needs. 


He enters the following information: 


e) The name of the unit in the "ORGANIZATION/ACTIVITY" 
block. 


O The data for the consumed item in the "CHANGE FROM" 
section. Include the date of pack for meals, combat 
individual in the "ITEM DESCRIPTION" column. Include 
the lot number for Class V items in the "ITEM 
DESCRIPTION" column. 


fe) The reason for the change in the "AUTHORITY" block. An 
example is "Field training exercise (FTX) 11-26, May 
1981." 

fe) An "X" in the "CONSUMED" block. 


After the AAR is prepared, the responsible officer performs the following 
actions: 


a) Signs and dates the AAR. Signs in the "INITIATING 
OFFICER'S SIGNATURE" block. 


O Sends the AAR to the PBO. 
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Figure 2-24. 


Sample of administrative adjustment report 


prepared for consumption of basic load items 
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The PBO takes the following actions: 
fe) Signs and dates the AAR. 
fe) Assigns a document number to the AAR. 


O Posts the AAR to the property book page for the item. 
He posts the "CHANGE FROM QUANTITY" as a decrease to 
the balance on hand. 


0 Updates the proper hand receipt. 
0 Updates the data on the back of the property book page. 


0 Posts the document register to show the AAR as being 
completed. 


fe) Files the AAR in the supporting document file. 
) Requests replacement items. 


fe) In the ARNG, send a copy of the AAR to the USPFO. Asa 
rule, property records are not required to be adjusted 
when basic loads are rotated. However, an exception 
occurs when the lot numbers and the serial numbers that 
are recorded on property book pages for Class V basic 
loads are changed to show the lot numbers and the 
serial numbers of newly received Class V basic load 
items. Property records are not required when Class 
III basic load items that are routinely stored in 
equipment fuel tanks are consumed. This portion of the 
load will be replenished from the operational load. 
ARNG units will document the use of training ammunition 
under instruction in DA Pamphlet 710-2-1, Chapter 11. 


1. Balance Brought Forward. Property books may not be remade 
completely. Instead, the balance is brought forward to a new record when 
property book records are filled or illegible or when new forms are directed 
for use. When you convert from the manual system, use the procedures that 
are outlined in DA Pamphlet 710-2-1, paragraph 4-12.1. When the property 
book or all supporting records are lost, stolen, or destroyed, process a 
request for a waiver of military property accounting requirements per AR 
735-5. 
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m. Army National Guard and United States Army Reserve. These 
requirements are for the ARNG and the USAR. ARNG property book records are 
not to be removed from the active property book until the USPFO 
representative completes his annual reconciliation. USAR CTA and TDA 
property authorized for the operation of the equipment concentration site 
(ECS) is accounted for on the ECS property book. The ECS supervisor may 
appoint a PBO. Unit-owned MTOE, TDA, and CTA property that is pooled at the 
ECS is not accounted for on the ECS property book. 


n. New Pages. Prepare new pages when old pages are torn, mutilated, or 
filled. Use the following procedures: 


0 Enter the date, the balance carried forward, and the quantity on 
the old page. Use the "BALANCE CARRIED FORWARD" line if it is 
available. Otherwise, use the "AVAILABLE TRANSACTION" line. 
Carry the last recorded balance forward to a new page. Enter 
the same date and the balance from the old page onto the new 
page. Make the entries on the first "TRANSACTION" line. File 
the old page in the inactive file. In the ARNG, an USPFO 
representative removes the old page from the property book and 
files the old page in the active file. 


O If the balance is not legible or the page is lost, research all 
files. An officer that is not responsible for the property is 
appointed to conduct the research. This appointment is made by 
the PBO who is the appointing authority. If the correct balance 
cannot be determined by the research, a physical inventory must 
be conducted. The appointed officer does the inventory. Post 
the results to the property book page. Enter the date, per 
inventory, and the inventory balance on the next available line. 
It may be necessary to post this information to a new page. The 
appointed officer signs above the entry. In the ARNG, the 
reconstructed balance is verified by a USPFO representative. 


o. Filing Procedures. All documents that support entries to the 
accounting data record in the property book are to be filed in the 
supporting document file. When documents are missing you must prepare a 
statement to substitute the missing support document. Also, ensure that the 
statement includes all the information that is recorded on the document 
register for the lost document, and sign the statement. 


Do not keep documents for nonexpendable items that do not support entries to 
the property book. File these documents with the documents' supporting 
entries to the property book, and mark them 
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as "not posted." Keep documents for durable and expendable supplies only 
when they support adjustments that are processed per AR 735-5. 


p. Property Book Clearance. For an organization that is inactivated or 
discontinued, the MACOM, the CONUSA, or the USPFO publishes instructions for 
clearing the property book. These instructions include provisions for 
appointing people to verify the accuracy and the completeness of the 
property book and the supporting documents. Upon the completion of the 
verification, dispose of the property book records per AR 25-series. 


q. Procedural Publication Guidelines. Procedural publications describe 
the forms of property book records. These publications also describe the 
use of property book records. 


r. National Guard Bureau (NGB) Property Book Reconciliation. NGB 
property book reconciliations are as follows: 


fe) The USPFO or his designated representative reconciles the 
property book records of all organizations annually or when 
there is a change of PBO, whichever comes first. 


fe) To support the reconciliation, the USPFO keeps a history file 
that contains copies of all transactions that affect the 
property book on-hand balance. If there are transaction 
documents at an organization from other than the USPFO or the 
SRAs within the state, copies are sent to the USPFO. The 
transaction file is used to update the USPFO records and 
facilitates research when original records cannot be used. 


s. Property Books for Housing Furnishings. Property books for family 
housing furnishings and unoccupied personnel housing furnishings may be 
maintained separately. Alternatively, these property books may be 
consolidated as authorized by the MACOM. The installation commander 
appoints the PBO. If property books are maintained separately, each has a 
derivative UIC and a separate DODAAC. If authorization is provided to 
consolidate the property books, only one UIC and one DODAAC are required and 
authorized. Army family housing appropriations are charged on a prorated 
basis to reimburse the costs of moving, handling, maintaining, repairing, 
and procuring furniture and equipment for families when the property books 
are consolidated. 


t. Serial and Registration Number Record, DA Form 3328-1. Refer to 
subparagraph 5j of this lesson for information concerning the preparation of 
property book records. Instructions for completing DA Form 3328-1 are 
provided later in 
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this subparagraph. Use as many pages as you need to record the serial 
numbers of the items. File serial number pages immediately behind the make 
Or model page to which they apply. Items that meet any of the following 
conditions require special serial number accounting: 
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oO 


Items with a US Army registration number. Record the 
registration number and the serial number. Refer to AR 710-2-1, 
subparagraph 2-9e for instructions. 


Items that are listed in the AMDF with a CIIC (formerly SEC) 
code other than "U" or a blank, and have a serial number. This 
requirement also applies to similar commercial items that are 
not listed in the AMDF. 


Items that have serial numbers that the PBO determines to be 
pilferable, regardless of whether they are listed in the AMDF or 
have a CIIC (formerly, SEC) code. 


General-purpose automation equipment, to include micrographics 
equipment such as microfiche readers or printers and viewers. 


Class II expendable CCIs (receiver-transmitters) that are used 
with systems such as MSE and Single Channel Ground Airborne 
Radio System (SINCGARS) and require serial number tracking, that 
are authorized by MTOE or another authorization document, and 
are used to provide DS maintenance activity assets to exchange 
with customer units. The nonexpendable Class II CCI receiver - 
transmitters are part of the DS maintenance equipment 
authorization. 


NOTE: Refer to the MTOE/TDA Section III, Remarks. 


Class II expendable CCIs that are used in maintenance support 
Operations and require serial number tracking will be formally 
accounted for on the property book accounting records. 

Establish a separate page for the quantity that is identified in 
the "REMARKS" column of Section III of the MTOE or another 
authorization document. 


Hand receipt Class II nonexpendable CCIs that are used in 
maintenance operations to the DS maintenance facility that is 
authorized the equipment and is providing COMSEC support. 
Include the serial numbers on the hand receipt. 


DS maintenance units use maintenance requests to exchange serial 
numbered reported Class II expendable CCIs. Units will enter 
the serial numbers in block 2 and the maintenance unit in block 
20h. The PBO receives a copy of the completed maintenance 
request. 


Use the completed request from the maintenance activity as a 
temporary hand receipt in support of property records. Updating 
hand receipts includes exchanges that are made on maintenance 
requests. The maintenance request is given to the PBO. 


The DS maintenance facility uses routine nonexpendable item 
turn-in procedures through the PBO to retrograde CCIs that are 
deemed to be uneconomically reparable. 


Use the following procedures to complete and review DA Form 3328-1 (Figure 


2-25): 


In the "UIC" block, enter the UIC. This is an ink ora 
typewritten entry. For example, "WA2HAA" is entered in this 
block of the sample DA Form 3328-1 that is shown in Figure 2-25. 


In the "STOCK NUMBER" block, enter the stock number of the item. 
This is an ink or a typewritten entry. For example, "2320-00- 
177-9258" is entered in this block of the sample DA Form 3328-1 
shown in Figure 2-25. 


In the "ITEM DESCRIPTION" block, enter the item nomenclature. 
This is a pencil entry. For example, "truck, utility; 1/4-ton, 
M151A2" is entered in this block of the sample DA Form 3328-1 
shown in Figure 2-25. 
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Figure 2-25. Sample of a DA Form 3328-1 
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(1) Entries. After the serial number is prepared, it is ready to 
be posted with the item serial numbers and locations. Make the postings as 
transactions occur (Figure 2-26). 


Post the transactions as shown in Figure 2-26, and as explained in the 
following list: 


O For the "SERIAL/REGISTRATION NUMBER" columns, enter the 
serial/registration number for those items that are 
identified in subparagraph 5g(3) of this lesson. Line out 
the number when the item is turned in or transferred from 
the property book. 


O In the "LOCATION" column, enter the hand receipt number to 
which the item is issued (pencil entry). For items that 
are not issued and are on the hand receipt, enter their 
locations. Update them as changes occur. 


(2) Corrections. To make corrections to DA Form 3328-1, use the 
following procedures: 


fe) Draw a line through the error. Make sure that the error is 
still readable. 


fe) When an obvious error is made in posting the serial number, 
line out the error. Make the correct entry in the same 
block that the error was made. An example of serial number 
corrections is shown in Figure 2-27. Correct errors in 
serial numbers that are obvious (for example, transposing 
numbers, Or miscopying a number from an issue document) by 
using DA Form 4940 (Administrative Adjustment Report). 
Enter a brief explanation on the back. Cite the 
"AUTHORITY" block in this paragraph. Change "CHANGE STOCK 
NO." to read "Change Serial No.". Use this method to 
record the exchange of components. Refer to the last item 
on this list of procedures. Approval of the form is 
granted by the commander or the PBO. An example of a 
serial number change is shown in Figure 2-28. For 
adjustments to line items that are reportable under CBS-X, 
forward a copy of the AAR to the CCA. If there is a 
possibility of a substitution or the item is a sensitive 
item, initiate an investigation per AR 735-5. 
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0 When a serial number is posted to the wrong page, line it 
out, and post it to the correct page. 


O When items that contain serial numbers are replaced or 
swapped out for the exact LIN and NSN while in maintenance, 
prepare a DA Form 4949 with an explanation on the back 
explaining the serial number change. Attach a copy of the 
DA Form 2407 (Maintenance Request) or (for contract items) 
a copy of the contractor receipts. 


(3) New Pages. Remake pages when necessary or when you want to 
transfer the information to a new page. To make new pages use the following 
procedures: 


e) Transfer the serial numbers that are not lined out from the 
old page to a new or a different page. File the old page 
in the inactive file. 


fe) When lines are transferred to the inactive file, annotate 
the transfer date in ink at the top right corner. 
Disposition is per DA Pamphlet 710-2-1, paragraph 4-13. 


6. Inspect Document Files Used to Support the Property Book. 


The document file contains all documents that support entries on the 
nonexpendable document register. Contract files are considered supporting 
document files. DA Forms 581 that pertain to the issuance of unit basic 
load and operational load ammunition are maintained in the supporting 
document file as long as the ammunition on hand is in the unit. 


a. Annotations on Individual Documents. The following subparagraphs 
provide instruction on how to annotate individual documents. Refer to these 
subparagraphs for details. 


(1) Posted. Documents that support entries to the property book 
are marked "Posted," dated, and initialed by the posting person. The PBO 
makes the postings to the documents or delegates this responsibility toa 
representative whom he identifies in writing. 


(2) Not Posted. Documents that do not support entries to the 
property book are marked "Not Posted," dated, and initialed by the person 
who does the posting. Enter the reason that the document was not posted. 
Examples are components and end items (include the LIN) or DA Form 4702-R 
(Monthly Bulk Petroleum Accounting Summary) that shows no gains or losses. 
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SERIAL/REGIST RATION NUMBER RECORD 


Por wee of this torm, ene CA PAM 712-1; dee propane ageney k OCELOO, 


132.478/7 Vy 
jaakoon 


is ey eae | 1 BEC iP TION 
PI oer ee ne Te 


Figure 2-26. Example of posting entries 
on the serial/registration number record 
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SERIAL/REGISTRATION NUMBER RECORD 


Fer use of this form, cee OA PAM 710-2-1; the proponent agency 1s DCSLOG. 


Sera; 4 
REGISTRATION 
QUMBER 


The information listed on this form is fo be used as a general guide only. 


Figure 2-27. Sample of a correction of an error 
in posting a wrong serial number 


(3) Canceled. Cancellation or rejection status cards are marked 
"Canceled," dated (using the Julian date), and initialed by the person who 
does the posting. The original copy of the documents that are canceled on 
the nonexpendable document register using "CXL" will be marked "Canceled," 
dated (using the Julian date), and initialed by the person who does the 
posting. 


b. Lost or Missing Order. File documents in document number sequence. 
Place a statement in the file when a supporting document is lost or missing. 
Include in the statement all the information that is recorded in the 
document register for the lost document. Sign the statement, and file the 
statement in place of the missing document. 


c. Documents NOT to be Included. Receipt and turn-in documents for 
expendable and durable supplies do not have to be filed. However, documents 
that support the loss, damage, or destruction of expendable or durable 
supplies for which liability is admitted (for example, statements of charges 
and cash collection vouchers) will be filed in the relief-from 
responsibility files. File reports of survey for expendable and durable 
supplies in the General Property Accountability Correspondence Files (Non- 
Action). These documents are filed for administrative purposes. Dispose of 
these files according to DA Pamphlet 25-400-2 or AR 25-400-2. 
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ADMINISTRATIVE ADJUSTMENT REPORT (AAR) 
Fer wee of this term, see DA PAM 7102-1; the prepenem agency bs OCSLOC. 
[oocaac | care | Sena 
6st ety Pimwec [aie | ono 
: UNIT 
rT 
(seve : 


ORGAMMZATINVACTIVITY 


3805-01-029-0139 Grader Cat 120 7/ROPS 
Ser NO. 246898 
3805-01-929-0139 ; Grader Cat 120 W/ROPS 
Ser NO. 246699 
(see Reverse side for axplanation) 


yore no. gare (eit OF resUE Classemery 
on Pres "710-2-1 Para 4-11 b IDA Paes 710-2-1 Para 4-11 b (2) | ACCOUNTING [] o1sassemery 


me A 7 ust? 


@US GPO 1901.353 9 


Figure 2-28. Example of a DA Form 4949 
used to document a serial number correction 
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LESSON 2 
PRACTICE EXERCISE 


The following items will test your grasp of the material covered in this 
lesson. There is only one correct answer for each item. When you complete 
the exercise, check your answers with the answer key that follows. If you 
answer any item incorrectly, study again that part of the lesson which 
contains the portion involved. 


Situation: You are a PBO. You are ensuring that all property authorization 
documents and supply records are maintained error free and that all supplies 
are on hand or on request. Use this situation to answer questions 1 through 
9. 


1. You check a supply status card. Which of the following DICs is 
entered in CCs 1 through 3? 
A. "AE1" 
B. "AST" 
C. "AU1." 
D. VBBiA." 
2. To check the TRC that is entered in CCs 54 through 56 of the supply 


status card, you consult which of the following sources? 


A. Source of supply that furnishes the status. 
B. Original supply request. 
C. Last known source of supply. 
D. Appropriate SB. 
3. One of the supply status cards that you check has a "BK" status code. 


You ensure that only the status code from the status card is entered 
(in pencil) in the column of the document register. Next, you ensure 
that which of the following actions is taken? 


A. Place the status card in the due-in status file in front of all 
other cards for that request. 

B. Prepare and post an AAR. 

C. Remove the previous status cards from the due-in status file and 
destroy them. 

D. Adjust the due-in quantity in column "k" of the document register 
(pencil only). 
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You ensure that the nonexpendable document register is kept at which 
of the following levels? 


Element. 

Unit. 
Installation. 
Property book. 


VTOW> 


Which of the following individuals has the responsibility of 
designating, by an informal memorandum, the elements within a unit 
that are authorized to request expendable and durable supplies? 


The PBO. 

The S4. 

Installation commander. 
State AG. 


0TOW> 


A partial quantity is received for a supply request. You ensure that 
which of the following actions is taken? 


Erase the old entry. 

Enter the Julian date of receipt in pencil. 

Make partial quantity received in column "j." 
Enter "ACi" and the Julian date (pencil entries). 


0TOW> 


A unit has access to automated status files through the use of a 
STAMIS. This unit is NOT required to post which of the following 
statuses? 


BA, BB, and BM. 
BJ, BK, and BP. 
B9, CA, and CB. 
CJ, CK, and CQ. 


0TOW> 


Two models are on hand relative to a single line item authorization. 
You ensure that the basic property book contains which of the 
following types of property book data? 


Authorization. 
Identification. 
Accounting. 
Management. 


VTOW> 


Which of the following mistakes affects the balance column of DA Form 
3328? 


A Transposed numbers. 

B. An error in one or two digits of a number. 

C Miscopying a number from the issue document. 
D Making a posting to the wrong page. 
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10. 


Figure 2-29 shows an AAR that is prepared to reflect which of the 
following changes? 


Correction of discrepancies within sizes. 

Correction of changes to an NSN. 

Change from accountable to nonaccountable accounting requirement. 
Change from nonaccountable to accountable accounting requirement. 


GTOW> 
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“ADMINISTRATIVEADJUSTMENT REPORT (AAR) 
+ Pet use @f ehis form, ese OA PAM 1908-1 s'the prepenet agency le OCSLOO. 


ORGANZA TIONIACTIVITY 


1/651 Arty Bn 


Item changed from accountable to 
nonaccount able. 


Pee ee gheee Aitfertar 1Te® [Clecsnenproen um iaumes wires asus Ciatmarey 
CTA_50-900 to CTA $0-970 C ;t Qi cranan accounting OC omassemery 


Pere 


‘The information listed-on this form is to be used as a general guide only. 


Figure 2-29. Sample administrative adjustment report 
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LESSON 2 


PRACTICE EXERCISE 


ANSWER KEY AND FEEDBACK 


The DIC AE1 identifies the supply status card. The DIC of a status 
card is entered in CCs 1 through 3. Therefore, you would expect to 
find "AE1" entered in the CCs of the supply status card that you are 


The TRC is entered in CCs 54 through 56 of the supply status card. 
This code is obtained from the original supply request. 


A. Place the status card in the due-in status file in front of all 


Figure 2-4 explains how to process status cards. According to 
Figure 2-4, the status code from the status card is entered (in 
pencil) in the column of the document register. Then, the status 
card is placed in the due-in status file in front of all other cards 


Keep the nonexpendable document register at the property book level. 
Use it to record supply transactions for property book items, 
regardless of ARC and nonexpendable components. 


Item Correct Answer and Feedback 
di A. "AE1." 

checking. (page 2-5, para 1b(1)(a)) 
2. B. Original supply request. 

(page 2-6, para lb(1)) 
3: 

other cards for that request. 

for that request. (page 2-11, Figure 2-4) 
4. D. Property book. 

(page 2-13, para 2a(1)) 
5. A. As the PBO, you do. 


The PBO designates, by informal memorandum, those elements within a 
unit that are authorized to request expendable and durable supplies. 
The PBO ensures that document numbers are not duplicated among unit 
elements. The informal memorandum specifies the following: 

fe) Class of supply. 


fe) DODAAC. 
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fe) Block of document serial numbers to be used by the element. 


) Any restrictions. For example, a restriction might be that 
only one element within a unit is authorized to request 
durable items. Other elements would be restricted from 
requesting durables. (page 2-14, para 2b) 


6. B. Enter the Julian date of receipt in pencil. 


Figures 2-6 through 2-8 continued explain what actions to take and 
what entries to make in columns "1" through "n" of DA 2064. 
According to Figure 2-7, the action to take in response to the 
receipt of a partial quantity is to enter the Julian date of the 
receipt. This is a pencil entry. (page 2-20, Figure 2-7) 


Te A. BA, BB, and BM. 


Units that have access to automated status files through the use of 
a STAMIS are not required to post routine status. Routine status is 
defined as "BA," "BB," and "BM." For an explanation of status codes, 
refer to the extracts of DA Pam 710-2-1, Appendix C. These extracts 
appear in Appendix B at the end of this subcourse. 

(page 2-27, para 3) 


8. A. Authorization. 


The basic property book record contains only authorization data when 
more than one make, model, or substitute item is on hand relative to 
a Single line item authorization. (page 2-36, para 5g(1)) 


9. D. Making a posting to a wrong page. 


When a posting is made to the wrong page, the "BALANCE" column is 
affected. Make the correction by lining out the error. Enter 
"CORR" in the unused column of the line containing the mistake. 
Make a correcting entry on the next available line. This entry 
consists of the current date, the original document number, and the 
adjusted balance. Enter "CORR" in any unused column of the line 
with the correcting entry. After you make the correction, post the 
document to the correct page. Line out the original "POSTED DATE" 
that was placed on the document and initial the change. Enter the 
new "POSTED DATE." (page 2-46, para 5k(1)(c)) 


QM3519 2-78 


10. 


C. Change from accountable to nonaccountable accounting 
requirement. 


An item may be changed from accountable to nonaccountable because of 
a change to a DA publication. The item does not have to be turned 
in because it is still authorized. However, the item will be 
dropped from property book accounting. When an item that is 
recorded on the property book changes from accountable to 
nonaccountable, an AAR as the example shown in Figure 2-20 is 
prepared. As PBO, you sign the AAR after reviewing it to ensure 
that is complete and correct. 

(page 2-53, para 5k(2)(c)), and page 2-54, Figure 2-20) 
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LESSON 3 
CONDUCT A CHANGE-OF-HAND-RECEIPT-HOLDER INVENTORY 


Critical Task: 03-5101.00-0285 


OVERVIEW 


TASK DESCRIPTION: 


In this lesson, you will learn how to conduct a 100 percent inventory of the 
property in the unit or the activity annually or 30 days before the 
effective date of assuming or leaving command. 


LEARNING OBJECTIVE: 


ACTION: Conduct a 100 percent inventory of the property in the unit or 
the activity annually or 30 days before the effective date of 
assuming or leaving command. 


CONDITION: You will be given information from AR 735-5. 

STANDARD: Conducting a 100 percent inventory of the property in the unit 
or the activity annually or 30 days before the effective date 
of assuming or leaving command will be in accordance with AR 
735-5. 


REFERENCE: The material contained in this lesson was derived from the 
following publication: AR 735-5. 


INTRODUCTION 
Annually or as an incoming or an outgoing responsible officer, you must 
conduct an inventory. To do so, you employ the following procedures: 
O Ensure that supply catalogs (SCs), technical manuals (TMs), shortage 
annexes or CLs, and forms that are necessary to perform an inventory 


are on hand. 


0 Check with the PBOs and subhand-receipt holders. Ensure that all 
unit property records with change documents are updated. 


O Locate and count items. 
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) Use DA Pamphlet 710-2-1 (Using Unit Supply System [Manual 
Procedures]) when you perform the following steps: Verify the 
serial number, check for serviceability, conduct a physical count of 
the items that are inventoried, and identify all discrepancies. 


0 Identify discrepancies between property listings and the property 
that is on hand. 


This lesson provides instructions concerning each of these procedures. 


1. Change-of-Hand-Receipt-Holder Inventory. 


When the HRH is replaced, inventory all the property that is listed on the 
hand receipt. Accomplish the inventory before the new HRH assumes 
responsibility for the property. The unit's accountable officer decides how 
much time to allow for the inventory. 


2. Inventory Procedures. 


When you conduct an inventory of the property listed on your hand receipt, 
complete the before-inventory actions before performing the inventory. 


To conduct the inventory, use the following procedures: 


a. Before-Inventory Actions. Prior to the inventory, take the 
following actions: 


) Check with your next-higher commander for any instructions. 


fe) Make sure that all hand or subhand-receipts and annexes with 
change documents are updated. 


0 Review the hand receipt to find the type of items to be 
inventoried. If you need to do so, select personnel to assist 
you in the inventory. Give them instructions on what they are 
to do. 


fe) Notify HRHs of when and how you will conduct the inventory. 


O Review DA Pamphlet 25-30 (Consolidated Index of Army 
Publications and Blank Forms). Doing so allows you to ensure 
that you use the most current SCs, CLs, TMs, and other related 
publications during the inventory. In the event that the most 
current publications are not on hand, ensure that the outgoing 
HRH places the 
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required publications on order during the inventory. The 
incoming HRH inventories by the publication that is on hand. If 
no publication is on hand, he inventories by preparing a CL of 
items that are on hand pending the receipt of the most current 
publication. Keep the commander for whom you keep the property 
book informed of this action. 


As soon as you receive the current publication, direct a 100 
percent inventory to determine any overages or shortages. Turn 
in overages. To account for shortages when the publication 
indicates that a publication is newly added, request the item. 
To account for shortages when the publication indicates that a 
component is not new or that it is being deleted and that the 
component was not on hand during the original inventory, take 
action per AR 735-5. 


b. Procedural Steps To Perform an Inventory. To inventory the 


property, employ the following procedures: 


O 


Check all the items to ensure that the items and their 
descriptions on the unit property book or the hand receipt 
match. Make a list of any differences. 


Make a visual check of the condition of the property. Make a 
list of any damaged equipment. 


Count all the items that are listed on the hand receipt. Make a 
list of any overages or shortages. 


Check end items for completeness. Use the proper TM or SC to 
identify the components. Make sure that the component shortages 
are listed on the hand receipt shortage annexes. Check the 
document register to ensure that the component shortages are on 
request. Make a list of the component shortages that are not 
listed on the hand receipt shortage annexes. Make a list of any 
component overages. 


Check the serial number on the item with the serial number that 
is recorded on the hand receipt. Make a list of any serial 
number differences. 


If any items are in maintenance, make sure that the maintenance 
request is valid. Check all open maintenance requests with the 
supporting maintenance facility. 


Report damaged equipment to unit maintenance personnel for 
repair. 
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fe) Report all differences regarding property discrepancies to the 
accountable officer or to the PBO. After the document is 
assigned to the AR 735-5 adjustment documents, the outgoing HRH 
signs for the adjusted quantities in the next column. The new 
HRH signs for the same quantities in the next available column. 
If discrepancies are not discovered during the inventory, the 
new HRH signs the next available quantities column. He thereby 
acknowledges responsibility for the property. 


3. Joint Inventory. 


An HRH may die or depart the unit without transferring responsibility for 
property. In this case, the unit commander appoints a person to act on the 
behalf of the HRH so that a joint inventory can be conducted. 
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LESSON 3 
PRACTICE EXERCISE 


The following items will test your grasp of the material covered in this 
lesson. There is only one correct answer for each item. When you complete 
the exercise, check your answers with the answer key that follows. If you 
answer any item incorrectly, study again that part of the lesson which 
contains the portion involved. 


Situation: You are an outgoing responsible officer. As such, you must 
conduct a 100 percent inventory of your unit's property. Use this situation 
to answer questions 1 through 4. 


1. You must inventory what percentage of the property? 
A. 25. 
B. 50. 
C. 75. 
D. 100. 
2. Before you conduct the inventory, you take which of the following 
actions? 


A. Review the hand receipt to find the type of items to be 
inventoried. 

B. Make a visual check of the condition of the property and list any 
damaged equipment. 

C. Check end items for completeness. 

D. Report all differences regarding property discrepancies to the 
accountable officer or to the PBO. 


3. During your conduct of the inventory, you take which of the following 
actions? 


A. Check with your next-higher commander for any instructions. 

B. Make sure that all hand or subhand-receipts and annexes with 
change documents are updated. 

C. Notify HRHs of when and how you will conduct the inventory. 

D. Count all the items that are listed on the hand receipt and list 
any overages or shortages. 
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4. Your inventory does NOT reveal any property discrepancies. To 
indicate that he assumes responsibility for the property, the incoming 
HRH performs which of the following actions? 


A. 
B. 


C. 
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Checks with the next-higher commander for instructions. 

Prepares and signs an informal memorandum listing the property for 
which he assumes responsibility. 

Signs his name in the next available "QUANTITIES" column of the 
document. 

Acknowledges receipt of the inventoried property by filing a DA 
Form 4949. 


LESSON 3 


PRACTICE EXERCISE 


ANSWER KEY AND FEEDBACK 


When the HRH is replaced, inventory all the property that is listed 
on the hand receipt. Accomplish the inventory before the new HRH 
assumes responsibility for the property. (page 3-2, para 1) 


A. Review the hand receipt to find the type of items to be 


Prior to the inventory, review the hand receipt to find the type of 
items to be inventoried. If you need to do so, then select 
personnel to assist you in the inventory. Give them instructions. 


D. Count all the items that are listed on the hand receipt and list 


During your inventory, one of the actions that you perform is to 
count all the items that are listed on the hand receipt and list any 


Item Correct Answer and Feedback 
1. D. 100. 
2. 
inventoried. 
(page 3-2, para 2a) 
3. 
any overages or shortages. 
overages or shortages. (page 3-3, para 2b) 
4. 
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C. Signs his name in the next available "QUANTITIES" column of the 
document. 


If no discrepancies are discovered during the inventory, the new HRH 
signs the next available "QUANTITIES" column. He thereby 
acknowledges responsibility for the property. (page 3-4, para 2b) 


LESSON 4 


CONDUCT A REPORT OF SURVEY 


Critical Task: 03-5101.00-0006 


OVERVIEW 


TASK DESCRIPTION: 


In this lesson, you will learn how to conduct a report of survey. 


LEARNING OBJECTIVE: 


ACTION: Conduct a report of survey. 

CONDITION: You will be given information from AR 735-5 and extracts of AR 
735-5. 

STANDARD: Conduct a report of survey in accordance with AR 735-5. 

REFERENCE : The material contained in this lesson was derived from the 


following publication: AR 735-5. 


INTRODUCTION 


At times, government property may be lost, damaged, or destroyed, and no one 
may admit liability. However, as the surveying officer you may suspect 
willful misconduct. If so, then you must submit a report of survey, that 
has been completed in the proper format according to local time lines. You 
recommend that individuals be charged as financially liable or relieved of 
liability. Base your recommendations clearly on the facts of the 
investigation, and state your case clearly enough to satisfy the 
requirements of the approving authority. 


To conduct a report of survey, employ the following procedures: 


Oo 


Review the DA Form 4697 (Department of the Army Report of Survey) 
that the responsible officer or, more generally, the accountable 
officer initiates. It identifies the lost or the damaged item. It 
also identifies the circumstances that surround the loss or the 
damage and the persons who are involved. 
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fe) Examine any damaged property to determine its present condition. 
Also examine any damaged property so it can be released for repair 
when it is no longer required for the investigation. 


) Obtain an estimate of the repair costs if the item is reparable. If 
you recommend financial charges, then you must obtain the actual 
cost of the damage. Allow for depreciation. 


) Interview all persons who are involved in the loss, damage, or 
destruction of the property. Obtain statements from the persons 
interviewed. 


fe) Consult with the approving authority on any matters that are in 
doubt. 


fe) Assemble data. Make final recommendations within the applicable 
time limits. 


This lesson provides instruction concerning each of these procedures. 
1. Background. 


Use a report of survey to document the circumstances concerning the loss, 
damage, or destruction of government property. It serves as, or supports, a 
voucher for adjusting the property from accountable records. It also 
documents a charge of financial liability that you assess against an 
individual or an entity or provides relief from financial responsibility. 


a. When a Report of Survey is Necessary. When certain situations 
exist, you must initiate and process a report of survey to account for lost, 
damaged, or destroyed government property. These situations are listed 
later in this subparagraph. Refer to Figure 4-1 for a display of these data 
in chart form, segregated for damaged property and for lost or destroyed 
property. Process the report of survey according to the version of AR 735-5 
that is in effect at the time that the loss, damage, or destruction occurs. 


Process a report of survey when any of the following conditions or 
Situations exist: 


a) Negligence or willful misconduct is suspected as the cause. The 
individual does not admit liability, and refuses to make 
voluntary reimbursement to the government for the full value of 
the loss less depreciation. 
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fe) The property loss, damage, or destruction involves a change of 
accountable officer's inventory. In addition, the outgoing 
accountable officer makes no voluntary reimbursement for the 
full amount of the loss to the government. 


fe) The value of the admitted loss, damage, or destruction exceeds 
the individual's monthly basic pay. 


fe) The value of the damages or shortages in occupied government 
quarters (real property and furnishings combined) or government 
furnishings in nongovernment quarters exceeds the individual's 
monthly basic pay. 


O The total handling loss of a specific petroleum product exceeds 
the allowable loss for that product, and the dollar value of the 
total exceeds $500. (Refer to AR 710-2.) 


fe) The loss or destruction involves a sensitive item. Investigate 
sensitive items that are lost or destroyed per AR 15-6 
(Procedures for Investigating Officers and Boards of Officers). 
However, do not use the AR 15-6 investigation as the authority 
to adjust property records. Also do not use the AR 15-6 
investigation to assess financial responsibility. Process a 
report of survey to accomplish either of these actions. When 
you use an AR 15-6 investigation, do not request a separate 
investigation by a survey officer. 


0) The loss or destruction involves public funds or other 
negotiable instruments. 


0 A report of survey is required by higher authority or by other 
DA regulations. 


fe) A report of survey is directed by an inventory adjustment report 
(IAR) approving authority. 


Property that is listed on more than one property account may become lost, 
damaged, or destroyed in the same incident. If so, then initiate a separate 
report of survey for each property account that is affected. Cross- 
reference the separate reports of survey to each other to ensure that all 
the property has been surveyed. 


Lost, damaged, or destroyed property may be on the property records of the 


same account, the same DODAAC, and the same document register. If so, then 
prepare only one report of survey. 
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b. How to Schedule a Report of Survey. Specific time limits govern the 
initiation and processing of reports of surveys. Refer to the following 
subparagraphs for details. 


(1) Time Constraints for Processing Reports of Survey. Initiate 
and process reports of survey within a specific number of days after you 
discover the loss, damage, or destruction of US government property. When a 
delay extends beyond the listed processing times, ensure that the person who 
is responsible for the delay prepares a written statement to explain the 
reason for the delay. This explanation is attached to the report of survey 
as an exhibit. Total processing time equals the difference between the date 
of the discovery of the discrepancy and the date of approval. To determine 
the total processing time, subtract one date from the other. 


Damaged Property  Adiustments = Remarks 


OCIE--no negligence Memorandum See AR 735-5, 
for record paragraph 
14-26. 


Damaged property-- Memorandum See AR 735-5, 
no negligence for record paragraph 
14-26. 


Any item--person DD Form 362 

admits liability-- (Statement of 

amount less than Charges) or 

1 month's pay DD Form 1131 
(Cash Collec- 
tion Voucher) 


Any item--person DA Form 4697 
admits liability-- 

amount more than 

1 month's pay 


Any item--person DA Form 4697 
admits liability-- 
negligence 


Figure 4-1. Property record adjustments for damaged property 


(a) Active Army. Under normal circumstances, do not exceed 75 
calendar days of total processing time. Figure 4-2 and Figure 4-3 depict 
this time segment. Commanders may adjust the time segment that is shown in 
Figure 4-2 and Figure 4-3 downward at their discretion. 
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REPORT OF SURVEY PROCESS 
TIME SEGMENTS 
WITHOUT APPOINTING AUTHORITY 


@ PROVIDE TO APPROVING AUTHORITY 
— END OF INVESTIGATION AND 
RECOMMENDATION PROCESS 
40 DAYS ACTIVE ARMY 
85 DAYS ARMY RESERVE 
75 DAYS ARNG 


— ACCUMULATIVE DAYS 


STEP 1 
R/S 
INITIATION PROCESS 


STARTS WITH DISCOVERY OF A LOSS 
© PRELIMINARY SEARCH FOR ITEM 


© IDENTIFICATION OF ITEM THRU AMOF 55 DAYS ACTIVE ARMY 


® GATHER DATES AND CIRCUMSTANCES 160 DAYS ARMY RESERVE 
120 DAYS ARNG 


© INITIATION OF FVS FORM-DA FORM 4697 
© COMPLETE NARRATIVE PORTION 

© GET DOCUMENT NUMBER ASSIGNED 

© PROVIDE TO APPROVING AUTHORITY ADJUDICATION PROCESS 


e 
ee een eee STARTS UPON RECEIPT FROM INITIATOR 


= ~ . porspyaldcnag rae OR SURVEY OFFICER AS APPROPRIATE 
75 DAYS ARMY RESERVE ®@ APPROVAL AUTHORITY REVIEW 
45 DAYS ARNG @ JAG REVIEW (ASSESSMENT OF 
FINANCIAL LIABILITY) 


STEP 2 ®@ DECISION BY APPROVING AUTHORITY 


R/S INVESTIGATION AND — END OF ADJUDICATION PROCESS 
RECOMMENDATION PROCESS 20 DAYS ACTIVE ARMY 


80 DAYS ARMY RESERVE 
STARTS AFTER DOCUMENT NUMBER 30 DAYS ARNG 
ASSIGNED BY ACCOUNTABLE OFFICER — ACCUMULATIVE DAYS 
© REVIEW PROPERTY RECORDS 75 DAYS ACTIVE ARMY 
240 DAYS ARMY RESERVE 
® 
TAKE STATEMENTS 150 DAYS ARNG 
© ASCERTAIN FACTS 
@ DETERMINE PROXIMATE CAUSE STEP 4 
© CALCULATE LOSS NOTIFY INDIVIDUAL 
@ MAKE RECOMMENDATION BEING CHARGED 
© NOTIFY INDIVIDUAL 30 DAYS ACTIVE ARMY 
@ CONSIDER REBUTTAL 30 DAYS ARMY RESERVE 


60 DAYS ARNG 


STEP 5 
PROVIDE TO FAO/USPFO 
FOR COLLECTION 
1 DAY ACTIVE ARMY 


1 DAY ARMY RESERVE 
1 DAY ARNG 


Figure 4-2. Report of survey processing time segments 
with appointing authority 
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REPORT OF SURVEY PROCESS 
TIME SEGMENTS 
WITH APPOINTING AUTHORITY 


@ PROVIDE TO APPROVING AUTHORITY 


— END OF INVESTIGATION AND 
RECOMMENDATION PROCESS 


INITIATION PROCESS 
40 DAYS ACTIVE ARMY 
85 DAYS ARMY RESERVE 


STARTS WITH DISCOVERY OF A LOSS 
© PRELIMINARY SEARCH FOR ITEM Wr eaRAYE Gn Ga 

© IDENTIFICATION OF ITEM THRU AMDF 160 DAYS ARMY RESERVE 
© GATHER DATES AND CIRCUMSTANCES 
© INITIATION OF FYS FORM-DA FORM 4697 
© COMPLETE NARRATIVE PORTION STEP 3 

© GET DOCUMENT NUMBER ASSIGNED R/S 

© PROVIDE TO APPOINTING AUTHORITY ADJUDICATION PROCESS 


STEP 1 
R/S 


— END OF INITIATION PROCESS STARTS UPON RECEIPT FROM 
16 DAYS ACTIVE ARMY APPOINTING AUTHORITY 
75 DAYS ARMY RESERVE © SURVEY NUMBER ASSIGNED 
© APPROVAL AUTHORITY REVIEW 


STE 2 ® so nem ssesseuter or 
LIABIL 
tye a © DECISION BY APPROVING AUTHORITY 


RECOMMENDATION PROCESS 


— END OF ADJUDICATION PROCESS 


STARTS AFTER DOCUMENT NUMBER 20 DAYS ACTIVE ARMY 
ASSIGNED BY ACCOUNTABLE OFFICER 80 DAYS ARMY RESERVE 
© REVIEW PROPERTY RECORDS — ACCUMULATIVE DAYS 

75 DAYS ACTIVE ARMY 
© TAKE STATEMENTS 240 DAYS ARMY RESERVE 


® ASCERTAIN FACTS 
© DETERMINE PROXIMATE CAUSE 
© CALCULATE LOSS STEP 4 
@ MAKE RECOMMENDATION NOTIFY INDIVIDUAL 
@ NOTIFY INDIVIDUAL BEING CHARGED 
© CONSIDER REBUTTAL 

DAY: IV 
© REVIEW BY APPOINTING AUTHORITY po Days Anusy fiesanve 
© DECISION BY APPOINTING AUTHORITY 


STEP 5 
PROVIDE TO FAO/USPFO 
FOR COLLECTION 


1 DAY ACTIVE ARMY 
1 DAY ARMY RESERVE 


Figure 4-3. Report of survey processing time segments 
with appointing authority 
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(b) Army Reserve. Under normal circumstances, do not exceed 
240 calendar days of total processing time. Figure 4-2 and Figure 4-3 
depict this time segment. Commanders may adjust the time segment that is 
shown in Figure 4-2 and Figure 4-3 downward at their discretion. 


(c) Army National Guard. Under normal circumstances, do not 
exceed 150 calendar days of total processing time. Figure 4-2 depicts ARNG 
processing time segments. Commanders may adjust the time segments in Figure 
4-2 downward at their discretion. 


(2) Time Constraints for Initiation of Reports of Survey. The time 
limits within which you must initiate reports of survey differ with regard 
to AA, AR, and ARNG units. Initiate reports of survey within the following 
time limits: 


(a) Active Army. For the AA, initiate and present reports of 
survey to the appointing authority or to the approving authority. Do so not 
later than 15 calendar days after the date of the discovery of the 
discrepancy. 


(b) Army Reserve. For the AR, initiate and present reports of 
survey to the appointing authority or to the approving authority, as 
appropriate. Do so not later than 75 calendar days after the date of the 
discovery of the discrepancy. 


(c) Army National Guard. For the ARNG, initiate and present 
reports of survey to the appointing authority or the approving authority. 
Do so not later than 45 calendar days after the date of the discovery of the 
discrepancy. 


c. Role of the Survey Officer. Four situations warrant an 
investigation to be performed per AR 15-6 in lieu of an investigation that 
is conducted under AR 735-5. These situations occur at the direction of one 
of the following: 


O Other specific Army regulations. 
fe) A commander. 
O A report of survey appointing authority. 


fe) A report of survey appointing authority when the appointing 
authority is an Army officer. 
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After completing an AR 15-6 investigation that is conducted as a result of a 
report of survey involving US government property that has been lost, 
damaged, or destroyed, do the following: 


fe) Attach the investigation to the report of survey. Do not use an 
AR 15-6 investigation as a supporting voucher for an adjustment 
to a property account record. Also, do not use the AR 15-6 
investigation as the documentation on which to assess financial 
liability. Use the report of survey for this purpose. 


) Prepare DA Form 4697 as follows: Complete blocks 1 through 
16 prior to the appointment of an AR 15-6 investigating officer. 
If an appointing authority has been designated, then the 
appointing authority completes blocks 17 through 20. Otherwise, 
leave these blocks blank. The appointing authority or the 
approving authority appoints an AR 15-6 investigating officer. 
To do so, he follows the instructions in subparagraphs 5b(1) 
through (3) of this lesson. The investigating officer inserts 
the words "See AR 15-6 investigation at exhibit." Mark 
classified or sensitive AR 15-6 investigation reports in block 
26. Include the location and the identification of the 
investigation report. For blocks 26 through 32b, the 
investigating officer completes all actions as required by AR 
15-6. The appointing authority or the approving authority, as 
appropriate, accomplishes those actions that are normally 
required of you. These actions are prescribed in AR 735-5, 
Chapter 13, paragraphs 13-34 and 13-35. 


What is the role of a survey officer? Your investigative work is a critical 
phase of the report of survey system. Your main job is to seek out all the 
facts that surround the loss of, or damage to, government property. Often, 
you are the only person who brings out these facts. In some cases, the 
administratively responsible officer for the property may give you just 
enough evidence to absolve himself from liability. 


In addition to doing investigative work, you evaluate the facts in the case, 
just as a judge or a jury does in a civil court case. You must weigh the 
evidence and decide whether a person should be held financially liable. You 
are called on to play a unique role in the Army. Your ethics must be of the 
highest caliber. You must make a careful, and often a time-consuming, 
analysis of all the evidence before you give your opinion. 


Why does the judge advocate general (JAG) not process this important and 


responsible task which seems to parallel legal procedures in civil life? The 
Army has determined that the 
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person who is charged should be judged like a normal, ordinary person like 
you, who can recognize right from wrong. You have common sense and you are 
capable of weighing the facts and of arriving at sound, logical 
recommendations. 


(1) Appointment. The appointing authority or the approving 
authority may appoint you as a survey officer by completing blocks 21 
through 25 of DA Form 4697. The appointing authority or the approving 
authority presents you with the original and four copies of DA Form 4697 
with all exhibits. 


(2) Duties and Qualifications. You are appointed to investigate 
the circumstances and to make findings and recommendations relating to the 
loss, damage, or destruction of property listed on a report of survey. 


To serve as a survey or surveying officer, you must be one of the following 
individuals: 


fe) An Army commissioned officer or WO. 
) An NCO in the rank of sergeant first class (SFC) or above. 


fe) A Civilian employee General Schedule 7 or above or a Wage 
Leader (WL) or a Wage Supervisor (WS) employee. 


Additionally, if you are a foreign national employee, General Schedule 7 
equivalent or above, you may be designated to act as a survey officer on 
reports of survey that originate within a civilian support center (CSC). If 
you are recognized federally as an ARNG member, you have the authority to be 
appointed as a survey officer. 


As a rule, you may be appointed as a survey officer only if you are senior 
to the individual who is subject to any potential liability. An exception 
occurs when military exigencies make it impractical for you to do so. You 
may find that the completion of your investigation requires you to examine 
the conduct or the performance of duty of a person who is your senior. You 
also may find that the completion of your investigation results in findings 
and recommendations that are adverse to a person who is your senior. In 
either case, report this fact to the approving authority. The approving 
authority reviews your findings. He designates a person who is senior to 
the person concerned or directs you to continue your investigation if 
military exigencies make the change impractical. When he employs the 
military exigency option, the approving authority documents the exigency as 
an exhibit to the report of Survey. 
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(3) Time Constraints. Normally, you have up to 30 calendar days 
(or 60 calendar days for the USAR and the ARNG) from the date of the receipt 
of your appointment to complete your report of survey investigation. 
However, the approving authority can specify a shorter time. When you are 
appointed as a survey officer, conducting the report of survey investigation 
becomes your most important duty. It remains your most important duty until 
the approving authority accepts your investigation as completed or until you 
are otherwise relieved from duty. You must explain any delay that occurs in 
writing. Attach your explanation to the report of survey as an exhibit. 


2. Guidelines for an Investigation. 


You are responsible for determining the cause and the value of the loss, 
damage, or destruction of property that is listed on a report of survey. 
You are also responsible for determining any assessment of financial 
liability. Your determination must result from the facts that you collect 
during a thorough and impartial investigation. However, before beginning 
the investigation, you must understand the following terms: 


) "Responsibility." 
fe) "Culpability." 

O "Proximate cause." 
fe) "Loss." 


Each term bears on the determination of financial liability. You may hold 
individuals financially liable for lost, damaged, or destroyed government 
property. However, they must be negligent or must have committed willful 
misconduct. In addition, their negligence or willful misconduct must be the 
proximate cause of that loss, damage, or destruction. The following terms 
are addressed in order to assist you in evaluating financial liability: 


a. Determining Responsibility. The type of responsibility that an 
individual has determines the obligations that he incurs toward that 
property. Refer to the extracts of AR 735-5, Appendix C, in Appendix B at 
the end of this subcourse. These extracts present the specific issues that 
you must consider before you recommend liability. 


(1) Command Responsibility. A commander is obligated to ensure 
that all government property within his command is used properly and is 
cared for properly. This obligation is part of his command responsibility. 
His command responsibility also requires that he provide proper custody and 
safekeeping of government property. Command responsibility is inherent in 
command. It cannot be delegated. The assignment to command at 
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any level evidences command responsibility. Command responsibility includes 
the following duties: 


O Ensuring the security of all property within the command, 
whether it is in use or in storage. 


0 Observing subordinates to ensure that their activities 
contribute to the proper custody, care, use, and 
safekeeping of all property within the command. 


O Enforcing all security, safety, and accounting 
requirements. 


0) Taking administrative or disciplinary action when 
necessary. 


(2) Supervisory Responsibility. Supervisory responsibility 
includes the supervisor's obligation to ensure that all government property 
that is issued to, or that is used by his subordinates is used properly and 
is cared for properly. Supervisory responsibility also requires that 
supervisors provide the proper custody and safekeeping of the property. It 
is inherent in all supervisory positions. It is not contingent on signed 
receipts or responsibility statements. Supervisory responsibility arises 
because of an assignment to a specific position. It includes the following 
obligations: 


fe) Providing the proper guidance and direction. 


O Enforcing all security, safety, and accounting 
requirements. 


O Maintaining a supervisory climate that facilitates and 
ensures the proper care and use of government property. 


(3) Direct Responsibility. Direct responsibility refers to the 
obligation of a person to ensure that all government property for which he 
has receipted is used properly and is cared for properly. It also refers to 
the obligation to ensure that all government property for which one has 
receipted is provided proper custody and safekeeping. Direct responsibility 
results from any of the following: 


) Assignment as an accountable officer. 
) Receipt of a formal written delegation. 


O Acceptance of the property on a hand receipt from an 
accountable officer. 
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(4) Personal Responsibility. Personal responsibility refers toa 
person's obligation to use properly and to properly care for all government 
property that is in his physical possession. It also refers to a person's 
obligation to safeguard all government property that is in his physical 
possession. It applies to all government property that is issued for, 
acquired for, or converted to a person's exclusive use, with or without 
receipt. 


b. Determining Negligence. Before a person is held financially liable, 
the facts must show that he, through negligence or willful misconduct, 
violated a particular duty involving the care of property. 


Whether a person's acts or omissions constitute negligence depends on the 
Circumstances of each case. Negligence under some circumstances may not 
reflect negligence under other circumstances. Therefore, consider fully the 
following factors, as a minimum, when you determine the reasonableness of a 
person's conduct: 


O The person's age, experience, physical condition, and special 
qualifications. 


) The type of the responsibility that the person had toward the 
property. 


0 The type and the nature of the property. 


O The nature, the complexity, the level of danger, or the urgency 
of the activity that was going on at the time of the loss, 
damage, or destruction of the property. 


0 The adequacy of Supervisory measures or guidance for the 
property control. 


) The feasibility of maintaining close control over the property 
given the nature and the complexity of the supervised 
organization or activity. 


fe) The extent that supervision may influence the situation 
considering the pressing duties or the lack of qualified 
assistants. 


(1) Simple Negligence. Simple negligence is the absence of due 
care, by an act or an omission, of a person. It lacks that degree of care 
for the property that a reasonably prudent person would have taken under 
similar circumstances to avoid loss, damage, or destruction to the property. 
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(2) Gross Negligence. Gross negligence is an extreme departure 
from due care that results from an act or an omission of a person who is 
accountable or responsible for government property. It shows a lack of the 
degree of care for the property that a reasonably prudent person would have 
taken under similar circumstances. It is accompanied by a reckless, 
deliberate, or wanton disregard for the foreseeable loss or damage to 
property. 


c. Determining Willful Negligence. As mentioned previously, before a 
person can be held financially liable, the facts must show that he, through 
negligence or willful misconduct, violated a particular duty involving the 
care of property. 


Willful misconduct is any intentional wrongful or unlawful act or omission 
relating to government property. 


d. Determining Proximate Cause and Loss. To determine proximate cause 
and loss, you must understand the meanings of these terms. Refer to the 
following subparagraphs for definitions. 


(1) Proximate Cause. Before a person is held financially liable, 
the facts must show clearly that the person's conduct was the "proximate 
cause" of the loss, damage, or destruction. The facts must show that his 
acts or omissions were the cause that, in a natural and continuous sequence 
that is unbroken by a new cause, produced the loss, damage, or destruction. 
In addition, "proximate cause" means that, without the acts or the 
omissions, the loss, damage, or destruction would not have occurred. It can 
be explained further as the primary moving cause from which injury follows 
as a natural, direct, and immediate consequence, and without which the 
injury would not have occurred. 


(2) Loss. Before a person is held financially liable, the facts 
must show that a loss to the government occurred. "Loss" means loss of, 
damage to, or destruction of US government property. Loss includes a loss 
from accountability. Consider property to be lost when it cannot be found 
or accounted for by the last responsible person in the audit trail. 


3. Conduct of an Investigation. 


Investigative work is a critical phase of the report of survey system. Your 
task is to seek out all the facts that surround the loss, damage, or 
destruction of government property. The following subparagraphs assist you 
in collecting data that you need to develop your findings: 


You must stay free from bias or prejudice. Never start an investigation 
with predetermined ideas as to what caused, or who 
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is to blame for, the loss or damage. A thorough investigation may establish 
no fault. Alternatively, it may establish that you should recommend 
financial liability. 


Begin your investigation as soon as you are notified that you have been 
appointed as a survey officer. You have a limited number of calendar days 
in which to complete your work. Delay may result in the loss of important 
information. Persons who are involved may move away. Memories can fail. 
Inform the appointing authority or the approving authority at once of any 
delay. 


Conduct a thorough investigation. 
a. Review DA Form 4697. Unless otherwise stated, the initiator of a 


report of survey prepares block 1 and blocks 3 through 12 of DA Form 4697 
(Figure 4-4). 


NOTE: The back of a sample completed DA Form 4697 is shown in 
Figure 4-5. 


NOTE: Instructions for completing DA Form 4697 are provided 
in subparagraph 3b of this lesson. Refer to these 
instructions for information concerning the types of 
entries to check as you review DA Form 4697. 


(1) Unit Price. The unit price (block 9) is the AMDF price that is 
in effect at the time of the loss. When no AMDF price is available, use the 
current market price of a similar item. Otherwise, estimate a price. 

Attach the basis of your estimate to the report of survey as an exhibit. 


(2) Subsistence Sales Accounts. For subsistence sales accounts, 
obtain the unit price from the troop issue subsistence activity (TISA) or 
the commissary price list that is in effect at the time of the loss. 


Do not use reduced prices that are available to some members of private 
organizations. 


(3) Total Cost. The total cost (block 10) for damaged property is 
the estimated cost of the repair or the damage. 


(4) Description of Events. Block 11 contains a description of the 
events that lead to the loss, damage, or destruction of government property, 
with an explanation as to how it happened. Your description of the facts 
must be detailed enough so that the appointing or the approving authority 
can determine whether to seek relief from, or assessment of, financial 
liability without appointing a survey officer. The 
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initiator of a report of survey prepares a thorough survey document in the 
recognition that you represent a significant expenditure of time and effort. 
It may be necessary for the initiator to obtain statements from individuals. 
If so, the initiator ensures that the statements are 


oO 


Prepared on DA Form 2823 (Sworn Statement) to record the 
statements. 


Prepared in an original and six copies. Attach the 
original certificate to the report of survey. Attach the 
certificate copies to the copies of the report of survey. 


Typed or printed legibly in black or blue ink by the 
individual who makes the statement. DA Form 2823 may not 
be available. If it is not available, then type or print 
the word "CERTIFICATE" across the top of plain bond or 
ruled paper. 


Signed and dated by the person who makes the statements. 


Lettered alphabetically at the bottom of the certificate, 
followed with the date, the amount, and the organization or 
the account that is shown on the face of the report of 
survey. Example: "Exhibit A, R/S, 20 January 1991, $375, 
Co Z, 906th Signal Battalion." Also identify other 
exhibits such as estimated cost of damage (ECOD) reports 
and military police (MP) reports as exhibits. 


Except as authorized in AR 735-5, paragraphs 14-16 and 14-17, the initiator 
does not erase or alter any part of blocks 6 through 11 or any exhibit. The 
person who prepares a statement may make minor corrections providing that he 
initials the changes. 


NOTE: Figure 4-6 shows sample continuation sheets 
for blocks 6 through 11 of DA Form 4697. 


Have the person who provides a statement in block 11 complete block 12 and 
Sign his name in block 12. 


Leave block 13 blank. 


A sample DA Form 4697 is shown in Figure 4-4 and Figure 4-5. Refer to 
Figure 4-4 throughout the following discussion of how to complete DA Form 


4697. 
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DEPARTMENT OF THE ARMY 1. DATE PREPARED 
REPORT OF SURVEY . 
Fer wee of this form, s00 AR 736-11; the propenent egency te DCSLOG. 20 January 1991 


2. TYPE OF PROPERTY 4, ADOREGS OF ACCOUNTASLS OFFICER - 
Organizational DMMC, 10th Inf Div, Fe. Blank, TX 78234, UIC WARVAA 
S. ORIGINATOR (Accountedie officer, or primary hand receipt holder! ee ee ee 
Curt B. Wilhide, CPT, Commanding, Co Z, 906th Sig Bn, UIC: WARBAO 


6. . 10. 
NATIONAL STOCK NUMBER UNIT Price TOTAL COST 


6650-00-530-0973 Binocular, MI3Al, SN: 24567 $220.00 $220.00 
(B67081 ) 


5180-00-672-2611 Tool Kit, General Mechanice, Light 
(W38895) 


Component Loss 
5110-00-24 1-9148 File, Hand 
5120-00-061-8541 Hemmer, Hand 
5120-00-240-5328 Wrench, Adjustable 


91. DATE AND CIRCUMSTANCES 
On 12 January 1991, efter a joint inventory between me, CPT Curt B. Wilhide, 000-00-0000, 


Commander, Co Z, 906th Signal Battalion and my replacement, CPT Richard Donovan, (00-00-0000, 
the items listed above were discovered missing: After a complete search of the area, I was 
unable to locate the missing items. The last time I recall seeing the binoculars was 
during the monthly inventory on 10 December 1990. I definitely recall seeing them on 

that dete, as I had just returned them to the company safe from my quartera, where I was 
using them to spot birds, The binoculars are normally stored in a locked container in the 
company orderly room. I had one key to the container. The second key was maintained in 
the company key box, which ie controlled by the company first sergeant, !SG Loyal C. James, 
000-00-0000, or the company CQ (Exhibit A). The binoculars were not present during the 
joint inventory on 12 January 1991. The tool kit was inventoried when I took command 2 
yeare ego. ‘I did not inventory it because I wae the only user of the tool kit. 1 kept 
the tool kit. stored under my desk. 


$2. SIGNATURE ANO DATE 13. 
AFFIDAVIT Subscribed and sworn to for sffirmed) 
before me at 


1 de solemnly eweer for affirm) thet {to the best of dig ff) a / Le, ’ thie day ot 
my hnowiedge end belief ——— of public =r ve ED NAME, GRADE, AND 88N NAME AND GRAOE type end sien) 
wore lect, Gentreved, domeged, er worn ev, nthe [Curt B. Wilhide, CPT 

monner ated, while in the public service. 


8. nee a9 ~~ “116. DOCUMENT NUMBER 
James W. Clingan, CW, USA WT4KAS- 1021-0025 
19, APPOINTING AUTHORITY 
1 hove received the evidence pertsining te the lest, Semeged, or destroyed greperty, end heve determined that the following action Is required, 


, CD ne tursmer investigation 4e |. There is ne tive evidence of . ouapect willl 
dotberare uneutherized ues. | hereby ferwerd this Setemanten the eoproving py rt Tnstection’ iproceed Te Slock 37. r’ 


». @ The eireummetaness surrounding the test, demeged or Gettruction werrents further investigation. (Proceed to block 2) ) 
taco he Aecreest ae ecserding te AR 16-6. Attech His document, s0 on exhibit, te the investigation and forward 


19. TYPED NAME, GRACE, AND TITLE OF APPOINTING AUTHORITY | 20. SIGNATURE 
Thomas R. Welch, LTC 


D A FORM OA FORM 4496(TEST). 1 JUL 78 ond OA FORM 4097(TEST). 
ser ot 1 JUL 78 ARE OBSOLETE. 


Figure 4-4. Sample of a completed DA Form 4697 
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21. APPOINTING AUTHORITY -} 22. 232 DATE 


‘ ate 


24. NAME, GRADE OF SURVEYING OFFICER 


7. " ? 
VOU ARE APPOINTED SURVEYING OF FICER BY ORDER OF: h c oe | 
Typed nome. rade of Appointing Avinoriyi 


36. FINDINGS AND RECOMMENDATION 
1 neve enemined off evelledlc evidence os shown in onnioite A te_E_ ona os indicated Pereorely invectiget 
<ammend te Wry BUD teas Win ere Gab Nereis caer OMENS to GUM CREE EL ELAES Sere lont aa the result 
of negligence on the part of CPT Curt B. Wilhide, 000-00-0000. 


CPT Wilhide failed to properly secure the listed items. According to the atatement of 
18G Loyal C. Jewes, 000-00-0000 (Exhibit B), CPT Wilhide, on several occasions, uned the 
missing iteme for personal purposes. 18G Jemes also established the fact thet the necurity 
of the miseing items wae cowpromieed by CPT Wilhide, and CPT Wilhide degraded the unit 

key control system. 8GT John C. HcMullen, 000-00-0000, certified (Exhibit C) that he war 
unable to convince CPT Wilhide to ellow him to either secure the tool kit or turn it in as 
excess. The certificate of the unit clerk, 8P4 David Jones, (00-00-0000, (Exhibit 0) 
establishes the fact that CPT Wilhide often returned the missing bineculare and simply 
laid them on the safe instead of securing them. The listed items were deprecinted 
according to peregraph 13-32 and Appendix B, AR 735-5. The actual lows to the government 
ie $210.45 (Exhibit £). 


Recommendation: Thet CPT Wilhide, 000-00-0000, be held liable in the amount of $710.45 
and all others be relieved from property accountability and responsibility fer the missing 
iteme. CPT Wilhide’s monthly base pay at the time of the loss war $2,630.41. 


je. AMOUNT CHARTED “|e ai 70 ROVERUMENT 
RECOMMEND PECUMIARY CHAROE , oe 45 


NAME, GRADE O VE VINO OF Ft: 
he Mike B, Elliott, MAJ a 


1 neve nernined the findings end ratemmendetions of the Burveving Officer on this repert of survey end the exhinine A _ 
to Bone GB ceive te mone o ctetemeom which te eneched nevete: []} ée net desire te meke s stetement tem swore 
of my right ce tage! edvize In preparing the stetement ond, ff s pasuntery cherge te Ninety spp eved. te mets enpest ond tf an en 
Meted mon) my tight te request remiasion of indebtedness. | em/em net the ercountesie office: fe: the forte: demaged prone ty 
The property wee/wee met my Persone! arms OF equipment. 


‘320. TYPED sanan®, GRADE OF 
Curt B. Wilhide, CFT 


33. RECOMMENDATION BY 
THE APPOINTING 
AUTHORITY 


. Date 
Thomss AR. Welch, utc 
28 Feb 91 Commander, 906th Sig Bn 


37. APPROVING AUTHORITY in 1 
. oO REJECTED. tevectigetion te required. Appoint o survey office. Dete = initiels 7 We PECUNIARY CHARTE 
a. 0) mesecteD. savertigetion incomptons. Additions! information required. Date titions 
«. WD avenoveo ev autwonty oF re secnetany oF tHe anmy. To hold @ ACTUAL ims 
CPT Curt B. Wilhide, 000-00-0000, financially liable in the amount of 
$210.45. Accountability hae been discontinued. CPT Wilhide's monthly $210.48 
basic pey at time of loss was $2,630.40. & AMOUNT CHARGED 


$210.45 
< LOSS TO GOVERNMENT 


Qo. TYPED MAME, GRADE © TITLE OF APPROVING AUTH 
Russell W. Crago, COL 


omsander, Znd Sig Bde 


00.8. torpNeET fPOonne: iT. 1081 6 ~ Wet-eee 10877) 


Figure 4-5. Sample of a completed DA Form 4697 (back) 
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Blocks 6-10 continued, Report of Survey No. 10-91, 20 Jan 91, $362.15, Co Z, 906th Signal Battalion. 


Nations! Stockh Number fem Ovecription Quentity Unit Price Total cost 
ne SH eee ee St eee 
5110-00-186-7107 1 $ .99 3 99 
6120-00-223-7396 php 1 $3.11 $3.11 


$120-00-357-7175 2 $4.22 $8.44 


Block 11 continued, Report of Survey No. 10-81, 20 Jen 91, $362.14, Co Z, 806th Signal Battation. 


receipted to PFC Jeck L. Hunt, 000-00-0000 (Exhibs C). PFC Hunt has in his possession copies of DA Form 3161 showing 
Sened SS Oe ooneeny Say Oe ee The supply sergeant, SGT A.F. Watson, 000-00-0000, has no record of 
these turn-ins, nor is there any record in the battalion property book 


Figure 4-6. Sample of a DA Form 4697 continuation sheet 


b. Completion Instructions, DA Form 4697. Specific instructions are 
used to complete DA Form 4697. You may refer to these instructions to 
review entries to DA Form 4697 for completeness and correctness. Refer to 
the following subparagraphs for details: 


(1) Block 1 ("DATE PREPARED"). Enter the date that you prepare the 
report of survey. For example, "20 January 1991" is entered in this block 
of the sample DA Form 4697 that is shown in Figure 4-4. 


(2) Block 2 ("SURVEY NUMBER"). In this block, the approving 
authority enters the survey number. For example, "10-91" is entered in this 
block of the sample DA Form 4697 that is shown in Figure 4-4. 


(3) Block 3 ("TYPE OF PROPERTY"). The property may be carried ona 
stock record account (SRA). If so, then enter "Stock Record Account." The 
property may be carried on the organizational clothing and equipment 
records. If so, then enter "Organizational." The property may be carried 
on the installation property book. If so, then enter "Installation." The 
property may be real property. If so, then enter "Real Property." For 
example, "Organizational" is entered in this block of the sample DA Form 
4697 that is shown in Figure 4-4. 


(4) Block 4 ("Address of Accountable Officer"). Enter the address 
of the accountable officer. Also enter the UIC for property book accounts 
and the DODAAC for SRAs. All the items that are listed on the report of 
survey may not be recorded on a property book or an SRA. If this is the 
case, then enter the address of the activity that maintains the expendable 
or the durable document register. For example, "DMMC, 10th Inf Div, Ft 
Blank, TX 78234, UIC WARVAA" is entered in this block of the sample DA Form 
4697 that is shown in Figure 4-4. 
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(5) Block 5 ("ORIGINATOR"). Enter the name, the rank or the grade, 
and the organization of the person who prepares the document. Normally, 
this person is the commander or the primary HRH. It may be impractical for 
either of these persons to prepare the report. If so, then make provisions 
for another individual to perform this duty. Include the UIC. Line out the 
words "accountable officer" or "Primary hand receipt holder," as proper. 

For example, "Curt B. Wilhide, CPT, Commanding, Co Z, 906th Sig Bn, UIC: 
WARBAO" is entered in this block of the sample DA Form 4697 that is shown in 
Figure 4-4. 


(6) Column 6 ("NATIONAL STOCK NUMBER"). Enter the correct stock 
number and the LIN. If the item is nonstandard, enter "nonstandard" or 
"NSIT." Refer to Figure 4-4 for examples. 


(7) Column 7 ("ITEM DESCRIPTION"). Enter the correct description 
of the articles that are lost, damaged, or destroyed. If the articles are 
nonstandard, give a description that is accurate enough for identification. 
The articles that are involved may have been assigned serial numbers. If 
so, then include these numbers for further identification. Describe damaged 
major units as such. Do not describe them as damaged component parts. The 
space on the face of the form may be insufficient. If so, then use blank 
paper that is identified properly. Do not trim the basic form and use it as 
a continuation sheet. Also, enter the RICC for RICC 2 items. RICC 2 items 
that are listed on the report of survey may be lost totally (there is no 
residue to turn in). If so, then enter the words "No residue." Refer to 
Figure 4-4 for examples. 


(8) Column 8 ("QUANTITY"). Enter the number of the units or 
articles that are listed, together with their units of issue, such as "1 
each," "2 pair," or "2 dozen." Refer to Figure 4-4 for examples. 


(9) Column 9 ("UNIT PRICE"). Refer to the guidance in the extracts 
of AR 735-5, Appendix C, in Appendix B at the end of this subcourse. Use 
this guidance to determine the unit price of any item that is listed on DA 
Form 4697. Add the abbreviation "est" after the estimated cost. As an 
exhibit, add a brief explanation of the estimated cost or a copy of your 
computation to show how you calculated the estimate. Do not enter a repair 
cost in this column. Refer to Figure 4-4 for examples. 


(10) Column 10 ("TOTAL COST"). For each listed article that has 
been lost, damaged, or destroyed, enter the total cost of all the units. 
Compute the total cost by multiplying the unit price (column 9) of each item 
that is listed by the quantity (column 8). For example, if the unit price 
is $110 and the quantity is 3, then multiply $110 by 3 to obtain $330 as the 
total cost: $110 x 3 = $330. For damaged property, enter the 
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ECOD. After the last entry, draw a line. Enter the sum of the entries in 
the column. Enter "Grand Total" in the unit price column, as shown in 
Figure 4-4. If you use continuation sheets, show the subtotal on each 
sheet. Show the grand total on the last sheet. The grand total is the 
total cost of all the items that are listed on all the sheets. 


(11) Block 11 ("DATE AND CIRCUMSTANCES"). Enter a concise and 
accurate statement of the facts in the case. Include the time and the place 
of the loss or damage. Show all persons who are concerned directly by name, 
social security number (SSN), and grade or rank for military and civilian 
employees. Refer to exhibits by the capital letter designation that is 
assigned according to AR 735-5, paragraph 13-9. Show exhibits that are 
attached initially. For example, show "Exhibits A to D are attached." If 
Space on the form is insufficient, you may use continuation sheets (Figure 
4-5). Do not trim the basic form for use as a continuation sheet. Refer to 
Figure 4-4 for an example of a "DATE AND CIRCUMSTANCES" statement. 


(12) Block 12 ("AFFIDAVIT"). The person who provides the statement 
in block 11 signs his name in block 12 (Signature block). Type his name, 
his grade or rank, and his SSN in the block below the signature block, as 
shown in Figure 4-4. Obtain his SSN from official personnel records. 
Modify the affidavit block as is proper. 


(13) Block 13. Leave this block blank. 


(14) Block 14 ("DATE"). Enter the date that the signature is 
entered in block 15. For example, "Jan 91" is entered in this block of the 
sample DA Form 4697 that is shown in Figure 4-4. 


(15) Block 15 (NAME, GRADE OR RANK, AND SIGNATURE OF ACCOUNTABLE 
OFFICER"). Enter the name and the grade or the rank of the accountable 
officer or the person who maintains the expendable or the durable document 
register. Ensure that he signs his name. Refer to Figure 4-4 for an 
example. 
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NOTE: The appointing authority completes blocks 17 
through 20. If an appointing authority has not 
been designated, then leave blocks 17 through 20 
blank. 


(16) Block 16 ("DOCUMENT NUMBER"). Enter the document number or the 
voucher number (DODAAC, date, and serial number). For example, "WK4KA5- 
1021-0025" is entered in this block of the sample DA Form 4697 shown in 
Figure 4-4. 


(17) Block 17 ("APPOINTING AUTHORITY"). The appointing authority 
checks the proper block according to AR 735-5, paragraph 13-24. Refer to 
Figure 4-4. 


(18) Block 18 ("DATE"). The appointing authority enters the date of 
his signature. For example, "31 Jan 91" is entered in this block of the 
sample DA Form 4697 shown in Figure 4-4. 


(19) Block 19 ("TYPED NAME, GRADE, AND TITLE OF APPOINTING 
AUTHORITY"). The appointing authority enters his name, his rank or grade, 
and his title. For example, "Thomas R. Welch, LTC, Commander, 906th Sig Bn" 
is entered in this block of the sample DA Form 4697 shown in Figure 4-4. 


(20) Signature. The appointing authority signs his name in this 
block. Refer to Figure 4-4 for an example of this entry. 


c. Inspect the Damaged Property. As first priority, examine any 
damaged property. Release it for repair or turn-in. If expert opinion is 
of value in determining the cause of damage or the cost of repair, ensure 
that technical inspectors examine the property. Have them give statements 
regarding any damaged property. 


d. Gather Evidence. Individuals' testimony may help you to decide the 
cause of, or responsibility for, the loss, damage, or destruction of the 
property that is listed on the report of survey. If so, then interview and 
obtain statements from these individuals. For loss or damage that was 
investigated previously by a board of officers, MP, or other authorized 
officials, obtain a copy of the report or extracted information. Attach it 
to the report of survey as an exhibit. When you use classified or otherwise 
sensitive references, make a statement to that effect in block 26. Include 
the location and the identification of the investigation report. Obtain 
other available exhibits such as hand receipts or ECODs. 


e. Verify the Evidence. The statements and other evidence that are 
provided by the persons who were responsible for the property that is listed 
on a report of survey may be self-serving. You must confirm these 
statements through the use 
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of other, independent statements and evidence, if available, that you gather 
in the report of survey investigation. Also use any other evidence of 
reliability that you consider relevant to indicate that such statements and 
evidence are factual. 


The evidence that is provided by different persons may conflict. You must 
resolve conflicts and determine the true facts, as far as possible. Do so 
by comparing the conflicting versions with other known facts and surrounding 
circumstances and by using common sense. 


f. Document the Evidence. Obtain and mark evidence as follows: 


0) Prepare witness statements on DA Form 2823. When DA Form 2823 
is not available, use plain bond or ruled paper, 8 1/2 by 10 
inches. Type or legibly print the word "CERTIFICATE" across the 
top. Make sure that the individual who gives the statement 
dates and signs the statement. 


O Mark the bottom of each exhibit alphabetically, followed with 
the date, the amount, the organization, and the account that are 
found on the DA Form 4697. Example: "Exhibit A, R/S, 20 
January 1991, $575, Co Z, 906th Signal Battalion." 


Attach the witness statements and the exhibits to each copy of the report of 
survey. 


4. Documentation. 


The following subparagraphs instruct you as to how to document your report 
of survey investigation. Refer to these subparagraphs for details. 


a. Record Your Findings. A finding is a conclusion that you reach 
during your investigation of the facts and the circumstances that surround 
the loss, damage, or destruction of US government property. Support your 
findings by the evidence that is contained in either DA Form 4697, block 11, 
or in exhibits that you attach to the report of survey. When you record 
your findings, exclude personal speculation, Suspicion, or opinion that is 
not supported by the evidence. Your findings are the conclusions that form 
the basis for making recommendations, however they must be factual. State 
the facts in your own words. Make sure that your findings are as complete 
as possible so that they will enable the reviewers to ascertain relief from, 
or assessment of, financial liability. 
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Your findings may rely on a self-serving statement in block 11. This 
statement is made by a person who is personally responsible for the property 
that is listed on a report of survey at the time of the loss. If so, then 
your findings must explain how this person's statement is confirmed by other 
independently documented evidence or by any other evidence of reliability 
that you consider relevant. 


If your findings rely on evidence that conflicts with other evidence, you 
must explain how you resolved the conflict. 


You must state in your findings whether the liability resulted from simple 
negligence. The report of survey may involve loss, damage, or destruction 
to the occupant's assigned government quarters or to furnishings or 
equipment therein. In this case, determine whether the loss results from 
simple negligence or from gross negligence or from willful misconduct. 
Simple or gross negligence or willful misconduct could be on the part of the 
occupant, his dependents, his guests, or his pets. For simple negligence, 
financial liability does not exceed one month's basic pay for military 
personnel. For a Department of Defense (DOD) civilian employee, it does not 
exceed one-twelfth of the annual salary when you determine simple 
negligence. 


Hold the occupant liable for the full amount of the damages when you 
determine the damage or loss to result from gross negligence or the willful 
misconduct of the occupant. Circumstances may indicate that the occupant 
was on notice of the particular risk that was involved. Circumstances may 
also indicate that he failed to exercise available opportunities for 
preventing or limiting the damage or the loss. If this is the case, hold 
him liable for the full amount of the damages when you determine the damage 
or the loss to result from his dependents, guests, or pets. In the absence 
of evidence to the contrary, presume that the occupants were on notice of 
the risks attending the activities of those whom the occupant invites onto 
the premises. 


Insert your recommendations of financial liability and responsibility into 
block 26 right after your findings. Include the following information: 


fe) State the full name, rank, and SSN of the person or persons 
against whom you recommend a charge. State the amount of the 
charge. 


fe) Indicate the manner of the disposition of unserviceable 
property. 


fe) Be sure that your recommendations are just. Ensure that they 


follow logically from the facts in the evidence and from your 
findings. 
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Compute the charges in proportion to the basic pay of the 
individuals when you find two or more persons liable and their 
liability is joint and several. 


It is possible to hold a person liable and yet charge him "zero" in some 

You may have to prepare and submit several reports for property that 
is lost in one incident, such as a fire. You can charge the person only one 
month's pay per incident. Therefore, you can charge that amount on one 
report of survey and zero on the others. 


cases. 


b. 


Complete Blocks 26 through 27c of DA Form 4697. Enter the following 


information in blocks 26 through 27c (Figure 4-5): 


Cc. 


oO 


The value of the lost or destroyed property that is listed on 
the report of survey before the loss or the destruction 
occurred. If depreciation is allowed, compute the value of the 
property as shown in the extracts of AR 735-5, Appendix B, in 
Appendix B at the end of this subcourse. 


For damaged property, use the actual (if available) or the 
estimated cost of the repair of damages. 


The property value that is not recovered by the government. 


The disposition, or the recommended disposition, of the damaged 
property that is classified as uneconomically reparable. 


Enter the Assessment of Financial Liability. If you recommend 


financial liability, enter the following data: 
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The name and the SSN of the individual. 


A statement as to whether your recommendations are based on a 
finding of simple negligence, gross negligence, or willful 
misconduct. You must include this statement when the loss, 
damage or destruction involves government quarters or the 
furnishings or the equipment therein. 


The amount to be charged to the individual. 


The methodology that you use to compute the charges against a 

Single individual is shown in Figure 4-7. When you recommend 

joint and several liabilities, compute the charge according to 
Figure 4-8. 


fe) The amount of the individual's monthly base pay at the time of 
the loss. 


fe) The date that the individual is expected to terminate his 
service or employment. 


fe) Whether relief from financial liability is appropriate. 


fe) Whether the report of survey lists property for which a claim 
may be processed under AR 27-20 (Claims). 


|. Losses of personel arms and equipment 
(PASE)—miltary members 

Officer and eniisted 

4. Losses to other equipment or property (OEP) {includes PASE losses by civilien 
personnel). 


Al personnel * 


Acuat OEP = =—s Actual PASE 
loss Loss 


w. Combined PABE end OEP loses by miliary members. 
Officer and enlisted 


(V. Accountable officers are lable tor the full loss to the Government 
Gese depreciation). 


Sor encaptons. 
for CEP wil be 1 month's besic pay plus the tote! of PASE. 


Figure 4-7. Method of computing financial charges 
against a single respondent 


5. Actions Following Documentation. 


The following subparagraphs explain the actions that you take following 
documentation. Refer to these subparagraphs for details. 


a. Financial Liability NOT Recommended. You may recommend that 
financial liability not be imposed. If so, then forward the original and 
three copies of the report of survey to the appointing authority or to the 
approving authority, for action. Retain copy four. 
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Person's monthly basic pay divided by combined monthly besic pay of all persons x acivel loss -- person's financiel charge. 


= $300 
coal 
eckenoen ners ts 


= .16667 x $1,000 = $106.67 


= .33333 x $1,000 = $333.33 


= .50000 x $1,000 = $500.00 
$1800 (Tote! basic pey) 


Total financie! charge = $1,000 


Figure 4-8. Method of computing financial charge 
for joint and several liability 


b. Financial Liability Recommended. When you recommend financial 
liability, you must inform the individual of the charges and of his rights. 
Refer to the following subparagraphs for details. 


(1) Inform the Individual of the Charges. You may recommend 
financial liability against an individual. If so, then give him a chance to 
examine the report of survey after you record your findings and 
recommendations on DA Form 4697. Also give him the opportunity to make a 
rebuttal statement in his behalf. Ensure that you employ the following 
procedures: 


fe) Explain to the individual whom you have recommended for a 
charge of financial liability the consequences of the 
recommendation if it is approved. 


fe) Explain to the individual the significance of any statement 
that he makes regarding possible financial liability. 


fe) Consider and attach as an exhibit to the report of survey 
any statement that the individual desires to submit. 
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Reports of survey may involve loss, damage, or destruction of government 
quarters and the furnishings or the equipment therein. If so, then use the 


following procedures: 


0 Explain to the individual whether you establish a finding 
of gross negligence. 


) If you establish a finding of gross negligence, then 
explain to him the consequence of the finding. 


(2) Inform the Individual of His Rights. Notify the individual by 
memorandum that he has the right to take any of the following actions: 


0 Inspect and copy Army records relating to the debt. 
) Obtain legal advice. 


fe) Submit a statement and other evidence in rebuttal of the 
survey officer's recommendation. 


(3) Have the Individual Complete Blocks 30 through 32b of DA Form 
4697. Ensure that the individual completes blocks 30 through 32b and 
attaches a copy of the memorandum explaining his rights as an exhibit to the 
report of survey. If you recommend more than one individual for financial 
liability, prepare continuation sheets for blocks 30 through 32b as shown in 


Figure 4-9. 


Blocks 30-32b continued, Report of Survey, 20 Jan 91, $362.15, Co 
Z, 906th Signe! Battalion 


(Block 30). | have examined the findings and recommendations of 
the survey officer on this report of survey and the exhibits (alpha 


attached hereto. | am aware of my right to legal 
advice in preparing the statement, if a financial charge is finelly 
approved, to make an appeal, and (i! enlisted) my right to request 
temission of indebtedness. | am/am not the accountable officer for 
the lost or damaged property. This property was/was not my 
personal arms or equipment. 
(Block 31). Enter Date 
(Block 32a). Enter Name and Grade of Respondent 


(Block 32b). Respondent signs. 


Figure 4-9. Sample continuation sheet 
for DA Form 4697, blocks 30 through 32b 
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LESSON 4 
PRACTICE EXERCISE 


The following items will test your grasp of the material covered in this 
lesson. There is only one correct answer for each item. When you complete 
the exercise, check your answers with the answer key that follows. If you 
answer any item incorrectly, study again that part of the lesson which 
contains the portion involved. 


Situation: You are conducting a report of survey for personnel in the AA. 
Use this situation to answer questions 1 through 8. 


1. Under normal circumstances, you are allowed a maximum of how many days 
of total processing time to complete the report of survey? 


A. 25. 
B. 50. 
C. 75. 
D. 100. 
2. How many calendar days will you have after the date of the discovery 


of the discrepancy to initiate and to present the report of survey to 
the appointing or the approving authority? 


A. 15. 
B. 30 
C. 45. 
D. 75. 
3. To conduct a report of survey investigation, you must understand the 


terms that are associated with such an investigation. One of these 
terms refers to a person's obligations to ensure that all government 
property for which he has receipted is used properly, is cared for 
properly, and is provided proper custody and safekeeping. These 
obligations result from assignment as an accountable officer; from 
receipt of a formal written delegation; or from acceptance of the 
property on a hand receipt from an accountable officer. What type of 
responsibility is this? 


Command. 
Supervisory. 
Direct. 
Personal. 


TOW> 
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Determining negligence is not a simple matter. What may constitute 
negligence in one case may not constitute negligence in another case. 
Therefore, you must consider carefully several factors when you 
consider the reasonableness of a person's conduct. Among these 
factors is the person's experience, physical condition, special 
qualifications, and 


A. motivation. 
B. education. 

C. age. 

D Financial situation. 


In block 9 of DA Form 4697, you enter the unit price. The unit price 
is the 


A. full retail value of the item. 

B. full wholesale value of the item. 

C AMDF price that is in effect at the time of the loss of the item. 
D estimated cost of repair or damage. 


For simple negligence, the maximum amount of financial liability that 
you can recommend for military personnel is equal to 


A. 1 month's basic pay. 
B. 3 months' basic pay. 
Cc 6 months' basic pay. 
D 12 months' basic pay. 


A lost piece of office furniture had been in use for two years. Its 
value is listed in the AMDF that was in effect at the time of the loss 
as $250. You deduct how many dollars for depreciation? 


$12.50. 
$25.00. 
$37.50. 
$50.00. 


VTOW> 
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You recommend financial liability against an individual due to simple 
negligence. You inform the individual of the charges. You also 


inform 


to 
to 
to 
to 


0TOW> 


him of his rights. One of his rights is 


hire a third party to conduct an independent investigation. 
appeal your recommendation. 

inspect, but not copy, Army records that relate to the debt. 
obtain legal advice. 


LESSON 4 


PRACTICE EXERCISE 


ANSWER KEY AND FEEDBACK 


Under normal circumstances, do not exceed 75 calendar days of total 
processing time for the AA. Commanders may adjust this time segment 
downward at their discretion. (page 4-4, para lb(1)(a)) 


For the AA, initiate and present reports of survey to the appointing 
authority or to the approving authority, as appropriate. Do so not 
later than 15 calendar days after the date of the discovery of the 


"Direct responsibility" refers to the obligation of a person to 
ensure that all government property for which he has receipted is 
used properly and is cared for properly. It also refers to the 
obligation to ensure that all government property for which one has 
receipted is provided proper custody and safekeeping. Direct 
responsibility results from any of the following: Assignment as an 
accountable officer; receipt of a formal written delegation; or 
acceptance of the property on a hand receipt from an accountable 


Item Correct Answer and Feedback 
I. Cie (75: 
2. A. 15. 
discrepancy. (page 4-7, para 1b(2)(a)) 
3. C. Direct. 
officer. (page 4-11, para 2a(3)) 
4. C. age. 


Before a person can be held financially liable, the facts must show 
that he, through negligence or willful misconduct, violated a 
particular duty involving the care of property. Whether a person's 
acts or omissions constitute negligence depends on the circumstances 
of each case. Negligence under some circumstances may not reflect 
negligence under other circumstances. Therefore, consider fully the 
person's age, experience, physical condition, and special 
qualifications. Also consider other pertinent factors. 

(page 4-12, para 2b) 
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C. AMDF price that is in effect at the time of the loss of the 
item. 


The unit price (block 9) is the AMDF price that is in effect at the 
time of the loss. When no AMDF price is available, use the current 
market price of a similar item. Otherwise, estimate a price. 
Attach the basis of your estimate to the report of survey as an 
exhibit. (page 4-14, para 3a(1)) 


A. 1 month's basic pay. 


For simple negligence, financial liability does not exceed one 
month's basic pay for military personnel. (page 4-23, para 4a) 


B. $25.00. 


If depreciation is allowed, compute the value of the property as 
shown in the extracts of AR 735-5, Appendix B, in Appendix B at the 
end of this subcourse. According to these extracts, for a piece of 
lost office furniture that had been used for two years, you allow 
five percent depreciation per year (10 percent total). Therefore, 
multiply the value that is in the AMDF that was in effect at the 
time of the loss ($250) by .10 to obtain $25.00 as the amount of 
allowed depreciation: $250 x .10 = $25.00. 

(page 4-24, para 4b and extracts) 


D. to obtain legal advice. 
You must notify the individual by memorandum that he has certain 


rights. One of these rights is to obtain legal advice. 
(page 4-27, para 5b(3)) 


